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1. Smith-Corona 
"Cighty - ight” SECRETARIAL 


Recently announced — and getting en- 
thusiastic acceptance everywhere! Sec- 
retaries love this Smith-Corona 
“Eighty-Eight” for its brand new, tire- 
less “touch” and effortless action. Two 
added keys, four extra characters — 
making 88 characters in all. Plus many 
other exclusive features — for increased 
speed, greater efficiency and perfect 
writing results, 


This useful pocket- 
size brochure. 
Gree! Here is an attractive, easy- 


to-read, 24-page, pocket-size brochure 
— chock-full of practical suggestions, 
typing tips and professional short-cuts. 
It is of genuine value to all typists — 
experts or beginners. Your secretary 
will find it mighty useful, whatever kind 
of typewriter she is now using. And — 
every other secretary in your organiza- 
tion will be glad to get one, too. Look 
over a copy first or order enough for 
all your secretaries. Please use coupon. 
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' 
+ SMITH-CORONA INC ‘ 
s 195 Almond Street Syracuse 1 NY ' 
| [} I would like more information on : 
' your All-New “Eighty-Eight” Of- , 
' fice Typewriter. ' 
; (1) Send me one copy of “tips to typ- } 
’ ists’”’ for my examination, before 4 
’ ordering quantity for distribution 1 
; to all our secretaries. ; 
s () Send me.... copies of “tips to 4 
' typists” for distribution to our sec- ¢ 
' retaries. There will be no charge. 1! 
J ' 
' Name rtatyncemnenninsie' |S 
| . ; . . 
SMITH-CORONA INC SYRACUSE 1 N Y Factories also in Toronto, : (clip this to your ; 
Brussels and Johannesburg. Makers of famous Smith-Corona j h d) i 
Office Typewriters, Portable Typewriters, Adding Machines : etterhea 7 
and Cash Registers, Vivid Duplicators, Ribbons and Carbons. Scsciiecdeilibiaremsttetcniniitictecinaiiinhiaeghdekaieisittalaasanill 
THE OFFICE, Magazine of Management, Equipment, Methods, March, 1955. Vol. 41, No. 8. Published monthly 
Office Publications Co., 232 Madison Ave, New York 16, N. Y. A under section 34.64 P.L&R, st 


. Pa., euthorized. Printed in U. 8. A. Subscription per year, $5 for 2 years, to U. &. 
and Possessions. Misewhere $4 a year, $6 for 2 years. 35¢ & copy. 





Part of your product... 











wOODCLINCHED <B> EBERHARD FABER MONGOL 482 GSS) jiauiiihe 


MONGOL " 
M is “part of the product” in every American industry the pre 


ferred pencil of America-on-the-job! Mongol checks the cargo on the outgoing ship. Mongol 


writes orders in an Arizona mine. Mongol records the meeting at a New England mill 


Mongol was the first well-known brand of yellow pencil. It’s America’s standard of quality 
and today’s Mongol is the smoothest-writing, blackest-writing, longest-wearing pencil you can 
buy. It’s one of more than 3,000 products made by Eberhard Faber, the name people rely on 


for fine writing materials. Look for that name—Eberhard Faber—on EVERY pencil you buy! 


Trademarks Reg. U.S. Pat. Off. 


EBERWARD FABER 


puts tts quality in writing 


TORONTO 
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Perfect copies in just 15 seconds 


Whatever copying is done in your business — letters, invoices, 
orders, newspaper or magazine clippings, charts ...in fact, anything 
written, drawn, typed, or printed —the THERMO-FAx Copying 
Machine can do it 10 times faster than your fastest typist, without 
error and at a fraction of the cost! 

The THERMO-FAx Copying Machine — made by the inventors 
of “Scotch” Brand Cellophane Tape — copies originals up to 84% x 
14 inches in size, whether on transparent, opaque, or two-sided 
paper. Copies are made without messy chemicals, special masters, 
or noxious fumes — it’s a one-step 
process, completely dry from start 
to finish. So simple and easy, any- 
one in your office can turn out 4 Mi 
quality copies without lengthy in- : 
structions. 

We'll be glad to send complete 
information without obligation. Just 
write: Duplicating Products Div., 
Minnesota Mining and Mfg. Co., 
Dept. O-55, St. Paul 6, Minnesota. 


f Thermo-Fax | 


COPYING MACHINE 

















The term “Thermo-Fax” is a registered trademark "Bi 
of Minnesota Mining and Mfg. Co., St. Paul 6, : 
Minn. General Export: 122 E. 42nd =" 


St., New York 17, N. Y. In Canada: % “4 
London, Ontario, Canada. z A 
° ol 
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Greatest Electronics Expansion 
To Be in Office Mechanization 


WILLIAM J. MORLOCK 
General Manager, Commercial Equipment Dept., Electronics Division, 
General Electric Co., Syracuse, N. Y. 


ECAUSE of the 

running large 

concerns are following the prin 
ciple of decentralization and breaking 
up their organizations into small auton 
omous units. In doing this, they run 
into the problem of communication. 
They find that a great deal of coor 
dination and education must be dissem 
inated to the small units from head 
quarters. This information must be pre 
effectively as and 
geared to the thinking of the operating 
personnel, to minimize the loss of effee 
tiveness, as the information must travel 
through three and four 
supervisory levels. Here, closed cireuit 
television will into its 
will be used and 
operating tool in the same way as we 


complexity ol 


businesses, many 


sented as possible 


sometimes 


come own and 


more more as an 
now use long distance telephone and 
Teletype systems. 

At present, the main problem in 
circuit television is the network 
This high 
a loading factor, in the same way that 
the cost of your telephone would be 
high if you only used it once a month. 
When one applies a 


factor 


closed 


charges. cost 1s because of 


reasonable loadin 
television 
that this media 


cost of two to five 


eireuit 
realize 
used at a 
times that of a lone distance person-to 


to closed com 
munication we 
can be 
person telephone call for the same 
period of time. Development in this 
field is moving rapidly and color tele 
vision in some cases is already being 
used. I would not be at all surprised 
if color television saturated this field 
of activity much more rapidly than it 
will the field 


through television 


broadcast heeause only 


color can tiie stor’ 


of a manufacturer’s product be 


prop 
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erly presented. Equipment for this pur 
pose 1s available todav and negotiatior 

are under way to establish color closed 
circuit networks equivalent to that used 
DY American 
semination ol 


Cancer Society tor dis 


information to specifi 


hospitals. 
Experts now expect that, in the next 


decade, productivity must be increased 


by 50% if we are to maintain a stead 


ilv rising living standard and a 
able | 


national defense. Ts 
accomplish this Increase, eclectronies Wi 


reasol 
position ! 
] 


he a key factor in improving the ef 


cieney otf business. 


\ hile 


vrrowth in 


predicted Pa | treme! 


there 1S 


dous automation equipment 


in the factory, this 1s not the major 


growth area for electronics in busine 
The 
mation ol 
material 


and order SCTV ICE 


greatest increase will be in the auto 


accounting, inventory control, 


control, payrolls, purchasin: 
areas. 

Forecasters predicting 
growth in the use 
What 
equipment » Is it 
Is it a high 


machine? | if 


are 
mendous 

processing equipment 
processing 
tronie memory speed cal 
sorting 
printer? Is it a 


these things plus 
niques 


compute! 


other electrons 


which have evolved during 


past ten years, all coordinates 
svstem A 
built 


which 


electro. If Memos 


today, at ai reasonable 
eonternt 


of hundreds of file cabinets and give 


will store within it the 


answers to anyone requesting the J! 


within a tenth of a 


within this 


tormatior Seconda 


Informatio: memory ean be 


continual adjusted and modified 


accordance 


bormat 


1 yr Ted 











hurld it memor wich Is capable ol 
completely handling all of the files 
necessary 10 a 50-muillion-dollar-a-yvear 
business. This ineludes all the pavroll 


files, all the purchasing files, all the 
productior control hies, all of the n 
ventory control files and, most Im pol 
tant, the accounting files. The impor 
tant aspect of this memory is. that 
immediate access trom its stored in 
formation can be obtained within one 
tenth of a seeond. In addition, devices 
have been built to simultaneously teed 
into the memory, information pertan 
ing to any of these activities and cause 
the memory to adjust itself according 
to the information it receives Wher 
called upon for a set of facts, the 
memory can present this information 
either visually (on a cathode ray tube 
or printed on a piece ot paper or re 
port form It can even present your 
bills and make out your pavroll checks 
Devices have been built which will print 
at a rate of 8,000 words a minute 


During the pu t ten vears, waves have 


been on the rise Social henefit have 
become a tandard part of the pay 
check Fringe penefits have added to 


General Electric 
Co. has a communi- 
cating system be- 
tween plants in 
Evendale, Ohio, 
where the Aijrcraft 
Gas Turbine Divi- 
sion uses an IBM 
701; the Generator 
and Gear Dept. at 
Lynn, Mass., the 
Large Turbine Gen- 
erator Dept. in 
Schenectady, N. Y., 
and IBM's Technical 
Computing Bureau in 
New York. L. tor. are 
IBM's Thomas J. 
Watson Jr., and 
GE's Glenn 8B. 
Warren and Allen 
Keller. 


the cost of an employee. All these fac 
tors add up to just one thing: business 
is taced with the problem of finding 
means of more efficiently utilizing its 
employees. It must provide the em 
plovee with better tools to do the job 
1 it must invest in these tools if it Is 
to accomplisl its objectives. Labor 
costs have risen 300% sinee 1930 while 
production costs have risen only 50%. 
Much attention has been given to the 
eheiency ot production labor in) thy 
factory and during the war this area 
received the attention of all the produce 
tion and mechanization experts in in 
dustryv. Great advances were made, and 
there undoubtedly will be more to come 

The same degree of progress has not 
heen made in the office. We have seen 
our overhead costs rising year atte 
vear, necessitated by the complexity oft 
our industrial machine. Our tax system 
alone torees business to carry an extra 
burden just to keep track of details 
necessitated by reporting to national 
and state governmental agencies Inven 
tory control ha received more atten 
lon because of its financial importance 


to the overall tunctior ing ol businesses. 
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To handle a payroll is no longer the 


simple procedure of paying a person 
His prescribed wage, Incentive plans, 
deductions tor social security, stock 


and bond purchases, unemployment 
compensation, hospitalization and (we 
hope) Community Chest (and we would 
not retract any ol these programs) have 
caused additional 


once considered a 


loads on what was 
small operation. It 
is in these areas that electronie data 
handling equipment will materially add 
to efficient 
fundamental element of a data han 
dling system is the large memory and 
storage device which will 
nucleus of the mechanization of offices 


business operation. The 


hecome the 


operations, 
L will attempt to deseribe 
operation of a business utilizing data 
equipment. The first step 
study by experts in the 
electronics, 


a ty pical 


processing 

would be a 
fields of 
office procedures, who would analyze a 


accounting and 
particular business and establish a pro 
cedure of handling that business, 
the new techniques. Once this study has 


UsInYg 
been completed, equipment would be 
produced to automatically translate into 


the memory unit all of the essential 


Sylvania Electric 
Products, Inc., will 
establish a company- 
wide data process- 
ing center. Heart of 
the center will be a 
Univac electronic 
computing system 
which Sylvania will 
lease from Reming- 
ton Rand, Inc. Al N. 
Seares, (right) Rem- 
ington Rand vice 
president and man- 
ager of the New 
York branch, demon- 
strates to Leon C. 
Guest Jr., Sylvania 
controller, how Uni- 
vacs supervisory 
control board oper- 
ates. 


THe Orrice— March, 1955 





information coming into the business. 
For example, all of the production ma 
terial would be received through inserib 
W hen 
ceived at the neoming receiving dock, 
ord 4 


ing equipment. material is re 
the intormation as to its name, 
number, balanee still due and all other 
iIntormation 
reporting the effeet of the 


pertinent 
completely 


necessary lol 


of this material on the over 
all business, would be ted to the 
ory. Every time a bill is paid, it would 


rece pt ion 
mem 


he paid through a device which would 
automatically key into the 
information that the bill had been paid 
and establish the effect of the payment 
ot this bill on the cash reserves, inver 


memory the 


tory and basie profit ot the busine 


Kvery time a customer’s order is re 


orde! would re received 
through ai device 


matically key it into” the 


ceived, the 
which would auto 
memory inh 
such a wav as to edit. the order tor 
correctness, show its effect on the in 
ventory, cheek eredit limitation if ap 
plicable, make a record tor management 
of orders received by kind of customer, 
salesman, district and kind of product, 
and establish whether any new ma 


terial has to be ordered, and numerous 








over lunctions whiel are now pel 
formed by clerical labor handling sta 
tistics required to run a business. Lik« 


une wns 
ise, outseribing equipment would be 


‘ome W y 
eee 2 ‘ , 

? -PURPOSE placed in the general manager’s office, 

and in the offices of the sales manager, 

PAPER accounting, payroll, purchasing and 

production. By means of this outserib 

ing equipment, the general manager 


PLATE could request at any time information 


pertaining to the basic statisties which 
FOR | he requires to properly operate the 


business. The memory would sean, at 

extremely high speed, all the vital fae 

1. D | A l 0 D U P L | C A T | N G | aang bac Po shaaah tien 
| taneously informatio as » the ‘ofit 

2. MULTILITH DUPLICATING | josition’ general expense, inventories, 


orders received and other vital business 





Se a etieipplaiabiinds 


Make as many clear, sharp 
copies as you like from this trans 
parent pre-printed Replimat mas 
ter on your Diazo (Bruning o1 
Ozalid) equipment. Then you may 


statistics. The sales manager, by using 
specific codes and merely pressing a 
button, could check his product inven 
tory as to when deliveries could be 


file it away for future use. No made on any particular item, when re- 
cleaning ol ink, gumming or drying ordering ot new products was neces 
necessary The feplimat paper sary, the margin of profit on any in 
plate remains perfectly clean and dividual item, and the lead time neces 
ary. | sary for ordering The purchasing 

Later, fill-ins may be erased and agent could call upon the memory for 
changed whenever you’re ready for information on any outstanding pur 


the final run on your Multilith. 
There’s no need to run the master 
plate twice on the Multilith, with 
its attendant messiness, danger of ~ 
blindness and spoilage. prices varied over the standard. he 
production eontrol supervisor could 


chase order, the degree of completion 
of a program of purchasing, items which 


were late in delivery, and items whose 


SEND FOR FREE SAMPLES OF 
REPLIMAT MASTERS TODAY 


We guarantee to reduce your costs 
| 





The Replimat 2-Purpose Paper Plate i 

the heart of the Replimat One-Write Sys 

tem. Ideal for sales order forms for food | 
ocery iqguor and package woods inven- | 
y eplacement pare-parts, export and 

mport form ete. We also produce mar- 


nally punched continuous forms, Teletype 
olls and a business forms. We wil] de 
sig? n operating system to suit your needs. 
= t 
e now! 


PRODUCTS All “giant brains” are not huge. The Marchant 
REPLICA Ser ORATION Miniac electronic digital computer is only 
4 cu. ft. and costs from $85,000 to $100,000. 
Here it set up for utilizing a punched tape 


electric typewriter. 


Ca for representa 





STREET NEW YORK 
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NOW..you can 


PLASTIC 
BIND 


LOOSE-LEAF 
BIND 





catalogs — reports NOW, all GBC punching accommo- 
manuals — presentations dates the new multiple ring GBC 
Metal Loose-Leaf Binding as well as 





all Cerlox Plastic Bindings. 








a all types of literature 
RIGHT IN YOUR OWN OFFICE 


»-.and save money, too! 
YOU SHOULD HAVE THESE Improve all your cane uarantee 
IMPORTANT FACTS! en eee pg iy ecg 
maximum attention and action for every 
Handsomely illustrated in four message...and prestige, utility, color. 
colors this just-off-the-press bro- ) = : Ey . 
Pages lie flat, turn easily, can be inter- 
chure shows how the new multiple tig 
ring GBC Metal Loose-Leaf and changed between GBC Metal Loose Leaf 
Cerlox Plastic Bindings are com- and Plastic Bindings. Efficient GBC ma- 
bined into one superb universal chines cost no more than a standard type- 

binding system. . 

writer. Anyone can operate. 


_I 


















can bi nd all types 
pa HOW ys 


of literature 
wits MODERN 







.* 
poate 









General Binding Corporation 
Dept. 0-3, 812 West Belmont Avenue, Chicago 14, Ill. 
Please rush me my FREE copy of the new brochure 
“‘Now you can bind all types of literature...” I un- 
4 derstand there is no obligation. 





l> * Meme 





%p a* . 
ore’) Organization ae 











i 
' 
| 
' 
Address insdiadataia 
i 
' 
i 


City Zone_____State__ 
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The IBM Cardatype Ac- 
counting Machine, Type 
858, will produce simul- 
taneously up to four 
different sets of docu- 
ments, tags or forms 
from a single typing. 
Typing may be done 
automatically as the 
Cardatype reads infor- 
mation from punched 
cards. This operation is 
supplemented by the 
operator's manual key- 
ing of information on 
the auxiliary numerical 
keyboard. Machine has 
an automatic computer, 
@ programming unit, 
and units to produce a 
by-product punched 
tape or a set of punched 





cards. 
call upon the memory to establish for establish very quickly the status of any 
him what items of material were be order which was placed in the factory 
hind schedule, which items were re insofar as its material requirements 
cently received and, in general, could wer concerned, When “a worker 





FOR All NOISY 
OFFICE MACHINES 





NOISE is a KILLER 
rat f NOUS) evere j te 
SOF’TONE sti freque tior t ew ke manual typewriter 


SOF'TO 


© 1953 Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 


makes, models you use and measurements. 
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3 COMMERCIAL ST., ROCHESTER 14, N.Y. 








SB SS8e SEE SNe. VENA NCR 2S 





No 4 ovclock letdown here! 


Nine to five is a breeze for this young execu 
tive-—with never a letdown in between. Why? be] 

One reason is that his chair works with him, / 
keeps his body “at ease,” his mind at “attention” 
all day, helps him to make full use of time, the P 
most critical factor in business today. f / 

The secret—revolutionary “time-engineered” in 
novations which help correct bad posture and ww 
provide daylong comfort. It is virtually impos 
sible not to sit right and feel better in this hand ’ : 
some Shaw-Walker Correct Seating Chair. 

Since 1899 Shaw-Walker research has de Vz 
veloped close to 4000 time-savers to help make 
the most of every working minute—desks, Fire- 
Files, filing cabinets, loose-leaf and payroll sys- . wa 









tems—everything for the office except machines Re : = ' 
. “Built Like a : yore = + Be — . 
Skyscraper” SH AW-W: LKER KE i 0 ' ( x e k 
A f Form. fitt ra ‘ 
‘ t re ire or . ( orrect 
Largest Exclusive Makers of Office Furniture ‘ t, tens of 
and Filing Equipment in the World ‘ omfoert 
Beautif listinet P 
Executive Offices at Muskegon, Michigan A . 
Branches, Dealers in all Principal Cities 
Hy ‘ wit r for stretchir offices 
Write for vee nent, Time and Office Work i ie | with id 8 . 
FREE BOOKLET = <ivinmert. 36 pages! Many color illustrations! | Writ 
etterhe to: S w-Walker, Muske 1,™M 
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Rhik, SJPPICE FECAT ETE, 2 FPS 


SD) Hehoosa. ...first choice in 


‘eee TRANSLUCENT 
| / Se — Fl PAPER 


for 
} DIRECT-PRINT 
COPY MACHINES 

















FASTER... | 
BRIGHTER... 
CLEANER... 








= IN THE NEW, 
<aSCtsé«&EASSY-TO-OPEN 
a 

| CARTON ! 


Your first trial ofp NEKOOSA MASTER-LUCENT will tell you that 
here is a master paper designed to meet your most exacting direct- 
print requirements. Nekoosa Master-Lucent makes copies faster 
because light passes through faster Nekoosa Master-Lucent 1s 
stronger to withstand erasures and constant handling. And you always 
get clean copies because Nekoosa Master-Lucent is made clean in 


America’s most modern paper mills. Available from your Nekoosa 





paper merchant in a variety of standard sizes for all office needs. 


Il th i 
Just pull the convenient ANOTHER Uch PAPER 
tear-strip and the car 


t ' 
ton top is off in a jiffy! by the makers 0]... WEKOOSA BOND © NEKOOSA LEDGER © NEKOOSA MIMEO 


NEKOOSA DUPLICATOR © NEKOOSA MANIFOLD 


NEKOOSA-EDWARDS PAPER COMPANY ° PORT EDWARDS, WISCONSIN 
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finished his job the amount of his in 
centive pay would be fed into the 
memory and available upon request. The 
payroll supervisor would have the up 
to-date financial status of each em 
ployee. At any particular period, in 


Bi N D 
formation eould be requested which g 


would establish the exact payment for boost 
each employee and actually type, at ag 
the rate of over 300 per minute, pay efficiency 
checks for employees showing gToss, 
deductions and net pay. 

This may seem like a visionary story, 
vet these ure not future developments 
The technology is known today which 
can make this “vision” a reality. We 
are now moving the application of this 
concept into business offices. We must 
go through an educational cycle to show 
business the possibilities of electronic 
data processing equipment so that they 
can comprehend its advantages. There 
is interest in this technique and well 
over 100 companies today are investi- 
gating the field to improve their opera 





tions. " 
What does this mean to the social Automatically prints large, legible num- 
problems of the future? Are we build- bers on file folders, job tickets, time 
ing a technology which will foree us cards, etc., makes for easier reading, 
into a vicious cycle of layoffs, less buy- faster work. (Provides consecutive, dupli- 


cate or repeat numbering.) See your 
dealer or let us send our catalog—"How 
to Select a Numbering Machine.” 


ing, more layoffs and finally depression ? 
There are people who hold opinions al! 
along the iine from prophesies of boom 
to prophesies of doom. Personally, I Specify FORCE for the Finest 


WM. A. FORCE 








think the answer lies somewhere just a 
little right of center. I do not think 
that automation is going to send us into 
a spiral of depression. I do not think 
it is going to bring a golden age of a 
five-hour day and 20-hour week with 


everyone driving gold-plated Cadillacs. 

[do think it is zomg to accelerate the | MANAGEMENT SEMINARS 

rise in our standard of living. Pe . 
Automation is going to cut down the Attendance limited to SIX persons 

demand for unskilled labor, but it is | Five-day sessions * 9 AM.-5 P.M. 


also going to increase the demand for ? 
skilled and semi-skilled labor. Unskilled Uses of Electronic Computers 


labor dropped in 1950 to 6% of the Mechanization Other Subjects 
country’s working Population while H. A. WARNER 
semi-skilled rose to 20 o, with the re- (formerly Technical Director of NOMA) 


sultant factor of an increase in our Box 19, Route 4 Elkridge 27, Maryland 
standard of living. Any increase in 


216 NICHOLS AVENUE, BROOKLYN 8 
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You shouldn’t—unless you keep your 
business records in a modern safe bearing 
the Underwriters’ Laboratories label 

43 out of 100 firms losing their records in 
a fire never reopen. Don’t risk being one of 
04 43—entrust your records to a Meilink 

’ Label Safe, the ultimate in protection 

At your Meilink dealer or write Meilink 
Steel Safe Company, Toledo 6, Ohio 


with MisuunlS ii for keope 


Most complete line of safes and insulated products 





I Meilink Steel Safe Co 

| 1672 Oakwood Ave., Toledo 6, Ohio 

| Please send me your folders on Meilink safes and 
| Hercules insulated steel files 

! 

| 

zz 

| Name — 

I 

| c ompany - - —— —— 
' 

! 

| Street Zone 

I 

| City - State 

ck iia seething cee ne lisse ih ibe Satins see a 





the higher classifications and resultant 
decreases in the lower classification of 
the working moving people 
unskilled to semi-skilled jobs, 
places more people in higher pay brack 
ets and increases the 


population, 
Trom 


buying power ot 
Whole new industries 
Aluminum, plas 
energy. The 


the whole country 
are coming into being. 
tics, television, atomic 
industnal history of the nation shows 


that each new industry produces new 


uses of the end products, far outshadow 
ing any etfects that the creation ot these 
industries 

tries. The 
many more 


indus 
automobile industry employs 


might have on old 


than were ever em 
indus 
Aluminum had no adverse effect 


pe ople 
ploved in the 


tries, 


horse and buggy 


on the steel industry, and so on. The 
whole trend has been for each new in 
dustry to imerease the 
workers and 


this trend to reverse itself 


demand for 


there is no reason tor 


Automation in industry and busi 


ness actually is another step forward 
and will 


accelerate our increased tech 


nology. At the present time one out 
ol every ten employees at G.E. Elee 
tronics Park is an engineer. A tew 
years back, no one would have con 


ceived of an industry that needed one 


engineer for every nine direct and in 


direct workers, nor that any industry 
could) support such a high technical 
content, With increasing technology, 
we shall need increasing numbers ot 


technical people, not only engineers but 

Mechanization and 
automation may cut down on the amount 
ot physical work required, but the in 


creasing complexity ot the 


technicians too 


products and 
increased mental 
work. Changes in the electronics indus 


processes will require 
try have come rapidly over the past ten 
vears and the country has not been 
faced with any unemployment crisis. I 
think we are living in what has been 
deseribed as the [Industrial 


Revolution Electronics is the catalyst 


Second 


which is permitting integration of ad 
Vances In many fields which, in total, 


make up this revolution. In the long 
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"| gain 2 hours a day"..so can you! 





Pick up the mike and think 
aloud. That’s how Joe uses 
TIME-MASTER « He keeps it with 
him everywhere—works better. 
easier, faster « And once work’s 
said, he knows it’s right, cause 
typists can’t mistake his words 
on Dictabelt, the plastic record 
that can’t break. 








That’s how many a Joe gets more 
work done—and gains two hours 
a day « Plus money, too. And 
so will you. We'll prove that it 
will pay « For you to use TIME 
MASTER in most any job you 
fill « Take a free desk trial 

and start to make the most of 


all youl! skill. 






















I'ry the Dictaphone TIME-MASTER 
dictating machine and Dictahelt 
record on your job Just ( ill or 
write your local Dict iphone sales 
and service headquarters. Or 
write Dictaphone, Dept 1-35,420 
Lexington Ave., N.Y. 17, N.Y 


DICTAPHON ia TIME-MASTER DICTATING MACHINE 
TAF "% TIME ma R AN a AR 4 TER 7 MARK 


Tue Orrice—March, 1955 17 











How XEROGRAPHY (ee 


cuts duplicating costs in a wide variety of 
SYSTEMS APPLICATIONS 








@ Send for these case histories 
1. Progressive Report Writing at Blaw-Knox Company XEROGRAPHY 


2. Production Control System at Bausch & Lomb Optical Co. SPEEDS PAPERWORK! 
3. Production Order Writing at Wallace Barnes Company F 


In addition to the hundreds of applica- duplicating costs in their specific appli- 
tions in general duplicating, xerography cation 

is becoming increasingly important in [he versatility of xerography is shown 
systems procedures. Blaw-Knox, Bausch in three completely different procedures 


& Lomb and Wallace Barnes are using explained in detail in the case history 


xeTo Tal 


phy and offset duplic ating to cut folders available on request 


THE HALOID COMPANY 


55-15X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 
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run, it could well make this nation and 
our economy the strongest the world has 
ever seen. From an address he fore the 
Radio 


Vanufacturers 


CHOLMEETIILG department oft the 


: “a 
Klectronics- Television 


Issn. and professional groups commit 
tee of the Institute of Radio Enaqineers. 








INCE 1950, the burglary rate in 

the United States has risen from 47 

to 55 an hour. The F.B.1., in its an 
nual crime report, estimates that 479,- 
120 burglaries of homes and places of 
business took place in 1953, and more 
than $78,000,000 in money and prop 
erty were stolen. Within a year or 
two, burglars will be operating at the 
rate of one crime per minute. With an 
average haul of $163, this form of 
criminal endeavor does pay. <A study 
by Yale & Towne Mfg. Co., makers of 
locks, reveals that the burglar’s greatest 
ally is too often his victim. 

From data provided by police of 
ficials, insurance companies and other 
experts on criminology, Yale & Towne 
has compiled a list of do’s and don’ts 
for businessmen. Sinee more cash and 
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amazing 


VEIVET 
ball 
PEN: cil 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 

e light as a pencil because it’s wood 

e banker-approved permanent ink 

e full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 

e nothing to press, turn, fill 

e fully-guaranteed 


Handy dozen-pack for 
business and industry. Blue, 
red, black or green ink. 
$3. per dozen. 


Order from your 
commercial stationer 


For sample write on your 
company letterhead to Dept.0-3 





AMERICAN PENCIL CO., HOBOKEN, N. J. 


19 
































‘ 
1. Fail ure ”) 
‘ 
Lon ( 
aret 
' Use fe © I Ln prope 
| ri p ! (jt ( 
} ( ie 
rit ~ ers, sldewalk openings, 
M nsoms and — fire 
es — It 
S. Fail t d burglar alarms 
l ( ency ¢ alarm 
per 
\ + 
Emp oy capable watchmen. } Vege to empl copable Waite! 
men and efficient protect 
( bole pul ! 10. Fo to list all serial humbers 
rine himer ha able document and met 
Orne Husine tur HNea;rs nal 
! ! tach Here rm Phe harder ( lake rthe bur 
mie ! ! bu mie ! I ort mn, the ( chance there 
! purgiars ( “uste Irie nh you He's “al 
1. La rol r or unlocks \ ooking tor easv pickine [ley 
> Fail to provide adequate sale 5 What you can do to make your place 
ruars I ( uUsiness an unhappy hunting ground 


4 


Ve Ww /2u1 NwesA hdewndud4 


4 


THIN PAPERS 


to reduce typing, mailing and filing expenses, 


we suggest Fidelity Onion Skin 


FSLEECK Clearcopy Onion Skin 


Superior Manifold 
Pee : f f, lat ff 
ye hiv lette bread f Capi Za [2 COAAA 


ESLEECK MANUFACTURING COMPANY 
TURNERS FALLS, MASSACHUSETTS 
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FROM 
30 to 70% 
MORE RECORD 
STORAGE 
CAPACITY 


PROTECTED UNDER 
FOULKES PATENTS 


INTRODUCING ... the most advanced technique in 50 years 
for increasing ORIGINAL RECORDS storage capacity 
without adding one single foot of floor space! 


This revolutionary new patented system 
operates on a principle of mobilizing rows 
of interlocked files with only clearance 
space between rows, yet any single file 
is always accessible. 

Let us show you how DOLIN MOBILE 
STORAGE will pay for itself and increase 
efficiency and floor space. Get the whole 
story ... you will find it well worth know- 


2OLIN ing about. 
ANUFACTURES THE FINEST, NATIONALLY USED RECORD STORAGE EQUIPMENT 
"400" SERIES STEEL TRANSFER FILES (65 STANDARD SIZES) 


AL OF 





MANUA 


EE ENT 
DOLIN MOBILIZED re oRDS MANAGED 
STATIONERY STORES SECTIONS A factual —_ 
written BY 
Ayr = Limber9. * 
A : [ he means —— mane 
. 1 be ae “MORE SUPPLIES - 
Mem pe ae MOBILE STORAGE DIV. 


QOL METAL PRODUCTS 


310 LEXINGTON AVE. 
BROOKLYN 16, N. Y. 








GIVES YOU 


ALL-AROUND STAPLING 


PERFORMANCE 
FFICE 


Standard 
HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond. 









Model 
.. No. 105 
= Standard 
4-WAY MACHINE 
Stapler, Tacker, Plier, L7~, 


Temporary-Permanent Stitch. ¢ 
€- 


Model No. P-98 
PLIER TYPE HAND STAPLER 
Compact, portable for stapling papers 
at files and other hard-to-reach places. 
FILL IN AND MAIL COUPON 


Aa SA AE ALT SAT SNE MI 
Arrow Fastener Company, Inc., Dept. O 
One Junius Street, Brooklyn 12, N. Y. 


I Please send literature on your office staplers | 
Iwame 

I company as 
J avpress scl — 


[etry ZONE... STATE... 
LF SS SS A A A 








a Always remember to lock all doors 


securely when leaving 
This is an elementary 


but one which 1s 0 


your place ol 
point 


Iten ftorgotten by care 


business. 


less employees 

a 
hack 
bars or 


Be certain to protect all side and 
windows of lower floors with heavy 
grilles These 


anchored and constructed so that they 


must be well 


cannot be pried loose or bent out of 
shape. 

3. Always have the interior partially 
lighted at night. Thieves fear well-lit 
interiors more than any single obstacle 
from the 


should 


especially those at the rear 


if their activities can be seen 
street. Ail 


also be lit, 


outside entrances 
or sides of your place of business. 

t. Use good grade pin tumbler eylin 
der locks on all exterior doors. This ty pe 
of lock is pick-resistant and will delay 
circumstance he wants to 
doors with large 
glass, use locks that will only unlock 
from the inside or outside by using the 
proper key. All locks should 
have deadlocking mechanisms that pre 
vent the latch from being snapped back 
by burglars using celluloid strips. Most 
secure is the jimmy-proot 
which interlocks with the door jamb and 


a burglar, a 


avoid. On panes ol 


exterior 


deadlock 


cannot be pried open. 


5. Be certain that your safe is se 
eurely locked by spinning the dial af 
least twice. Your safe should be easily 


visible from outside if on the ground 


























Make it difficult for burglars to get it. 
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BROOKLYN 16, N. Y. 





INVISIBLE TAPE? 


It’s new "Sc 












Z ‘ Here’s an all-new tape that does a 
Wont chrink.. near-invisible mending job on documents, 
books, office records. It’s ideal for taping 

4 riders and endorsements on policies and 
Wont cloud. ° valuable papers...completely shrinkproof, 
it stays crystal clear, won’t ooze adhesive 


Wont 00zea / a you can write on it with pencil 
@ or Ink: 


Your office supplier has “Scotch” 810 Permanent Mending Tape in handy 
1296-inch rolls. See him today for a supply of this wonder-working tape ! 


S. REG U.S PAT. OFF 


BRAND 
Permanent Mending Tape 


The term “‘Scotch”’ and the plaid design are registered trademarks for the more than 300 pressure- 


sensitive adhesive tapes made in U.S.A. by Minnesota Mining and Manufacturing Co., St. Paul, (aM 
1 





Scorcn 


0 
eateed aeatabing Tape 
8 FMR PEE we ncine 


8h 1» 08 saci 
me ” 








Minn. —also makers of ‘Scotch’? Sound Recording Tape, ‘‘Underseal’’ Rubberized Coating, & 
“Scotchlite” Reflective Sheeting, ‘““Safety-Walk’’ Non-slip Surfacing, ‘3M’ Abrasives, “3M” y 
Adhesives. General Export: 122 E. 42nd St., New York 17, N.Y. In Canada: London, Ont., Can. 
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floor \ light above the al sa oo ‘ hese are easy tor interlopers to dis 
idea. If safe is a light model, it should cove! Never open your safe in th 
he securely bolted to the floor. A larg presence ol a strange! Keep the com 


bolt enclosed by a steel pipe attaching ation 0 yoursell 


the safe to the floor is recommended ash registers should always be 


the New York City Police Department’ npti and the drawers left open af 
crack Safe and Loft Squad as a securit ig) If this is not done, a burglar 


measure against burglars removing the mic wreck this expensive equipment 
safe Alwavs change the tactory com is effort to open the drawer. Dur 
daytime, however, always keep 


bination when you buy 4a si 


use your birth or anniversary di the drawer locked if you must momen 


that of a loved one as the ation arily leave a cash register unattended 


A Pitney-Bowes MailOpener gets the day’s 
work off to a flying start...saves those 
valuable early minutes lost in hand-slitting 
the morning mail 

Ihe electric model LE, illustrated, trims a 
hairline edge off any size envelope —any stock, 
from thin tissue to tough craft — as fast as 
you can feed it. Other models, hand or electric 
for any size office, all built to Pitney-Bowes 
precision standards. Call your nearest PB 
office for demonstration. Or send for booklet. 
PitNeyY-Bowes, INc., 3450 Walnut Street, 


Stamford, Conn. Originators of the Post Meter 
94 offices in U. 8. & Canada 


PITNEY-BOWES 


MAILOPENER 


FREE: Handy chart of Postal 
R wes ‘ ce post 


mat one finder 
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7. Bureglars will break 
There 


W indow s 


atte mpt to 


through any 


even 


possible entrance 
though 
you 


lore, doors and 


are secure, must pas equal atten 


tion to root doors, skylights, 


One 


basement 
point is all that 
the burglar needs, so every means otf en 
try must be 


doors, ete, 


weak 
equally well protected 

8 A good burglar alarm, pe riodically 
checked to keep its efficiency high, is a 


deterrent to thieves | sed in 
with 


strong 


conjunetion other measures men 
tioned here, a modern burglar alarm is 
a necessary adjunct to a rood SCCUTITS 
svstem. 

9. A night well 
trained and alert, provides efficient pro 


tection 


200d watchman, 


Careful in 
watchman Is 


against burglars 


vestigation of a hnecessary 
shady characters 
often seek these jobs as the inside man 
The re 


capable 


hetore hiring him, as 


of a burglary 
firms 


any are many 


supplying watchman 


services and some inquiry can deter 
mine whether they can be of use 

10. If you are in the jewelry, 
other retail field in 
products carry serial numbers, you will 
do well to list these numbers In the 


event of a burglary, you can be of 


to Vou. 
appli 


ance or which yout 


great 
aid to the police and at the 
stand a far better 
ing your stolen 


these 


same time 


chanes ol recovel 
you have 


Numbered 


SeCCUTITICS, Can hye 


property il 
numbers on hand 
documents, such as 
similarly 
A good hook On 


Prot. Riehard L 


recorded 

this subjeet is 
Holeomb’s Protection 
{qainst Buralary, published hy the In 
stitute of Publie Affairs of the State 


University of lowa 
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} ” 
Unique now ee: 


Ccre 
ry .¥ 
oe ' acclaimed by executives 
NS 


| 7 > 
} 


WHEELER 


SOUND, POWERED 
CG. 
TRee_sveereenw ss s 
’ NOW AVAILABLE as a modern, streamlined, 
executive desk cradie-phone 


NO BATTERIES. NO OUTSIDE POWER 


No maintenance 


e Easily installed. Ideol “private wire” 
steps, cut switchboord ad 
Write now for detailed Bulletin SA-32 


the WHEELER INSULATED WIRE CO., INC. 


Division of The Sperry Corporation 
1106 East Avrora Street, Waterbury 20, Connecticut 


wean 


to save time, 


Planned Efficiency 
with PLANOMATIC 
Combats 
Rising Costs 


Make every square foot 
count the quick accurate 

way with Planomatic 
Planomatic's three dimension 
models provide a picture n 
office layout problem 


magnetized scale 
miniature of you 


Every detail can be worked out without drawing a 

single line because plans are recorded by photo 

graphing or direct blue printing 

Make your next move the PLANOMATIC way 
M& M INDUSTRIES 


P. O. BOX 91, SOUTH MILWAUKEE, WIS. 





T e cuts 
office 
costs 


increases 
office 
efficiency 


benefits 
employee 
and 
management 
alike 


illus. 
actual 
size 


Yes sir! 


KLLL-726TE 


INK PENCIL 
does all 





The 0L-R2i7E_ \nk Pencil is 64 inches long. It has a 
king-size ink supply that outlasts 10 lead pencils. 
HERE’S A FACT: Tests have proven that it costs $1.46 


in office time to sharpen 1 five-cent 
lead pencil. 


This -ZA0-22/7E. Ink Pencil never needs sharpening. 

Thus, one —Z40-2227E |Ink Pencil can save $14.60 in 
sharpening time alone. 

WHAT A CUT IN OFFICE COSTS! 


Office supplies buyers for large corporations order 
All-Rite Ink Pencils by the gross. Smaller offices order by 
the dozen. 


All-Rite Ink Pencils never fail to start instantly — write with 
clean, sharp lines — make fine carbons, without blurs. 
Employees like them because they write so easily. Bosses 
like them because they save employee-time. 


Save time — save money — save tempers. 00 
OrDER Topsy *3° 


from your supplier per single dozen 


We'll send you a free Ink Pencil if you 
send us the name of your stationer. 


ALbhb-)2 i LE Pen, Inc. © 241 Hudson Street * Hackensack, N. J. 


THe Orrice—March, 1955 





NOW make copies directly under low 
hanging fluorescent lights with the 


* 
Copease 


Dupler 


PHOTOCOPIER 


new Lite-Visor’ 


Coupon brings FREE 3-day trial in your office 


New Plexiglas Lite-Visor+ attachment lets you use COPEASE even under bright, 


low-hanging fluorescent lights! Operation stays in full view without danger of pri 


exposure. Now, with COPEASE, you can make quick, clear, dry copies of anything on 


paper... anywhere! Mail coupon for free 3-day trial in YOUR office of COPEAS! 


the machine that revolutionized photocopying all over the world! 


* Trademark tPatent applied for 


COPEASE 


CORPORATION 
270 Park Avenue, New York 17, BOX 03 
Offices: 
New York, 270 Park Ave., PL 43-6692 
Los Angeles, 3563 Wilshire Blvd., DU 5-2881 
Chicago, 201 N. Wells St., AN 3-6949 
Distributors in Principal Cities 


Gentlemen: I'd like to have a free 3-day trial 
of COPEASE with new Lite- Visor in my office 


Please send free literature 


Name Title 





Firm Name___.Address 





City State 








gives you MOKE/ 





MORE savings .. . because of lower initial cost. 


MORE features . . . special speed features found only in the 


most expensive machines. 


and maintenance costs. 


MORE accuracy ... precision mechanical design 


3 MORE economy... rugged construction cuts operational 


avoids costly errors. 





Write for complete information ...IT'S FREE! 


Fully descriptive, 


illustrated literature 


ond prices will be sent R.C.Allen Business Machines, Inc. 


without obligation. : 679 Front Avenue, N.W., Grand Rapids, Michigan 















































1 CARBON RIBBON 
isOmalic_ TYPEWRITER 





R. C. Allen’s new VisOmatiec Carbon Ribbon 
Typewriter is the only one offered at such a 
low “standard typewriter” price! Including 
all the famous VisOmatic features, the VCR 
is ideal for executive correspondence, critical 
typing and reproduction. Letter impressions 
are black, sharp and clear. Dual value, too, 
with instant switch from carbon to cloth rib- 
bon as desired. Complete choice of new type 
faces, 





j 
isOmalic. ADDING MACHINES 


Hand and electric models with 6 to 13 column 
capacity, for narrow or wide tape. Ciphers 
print automatically, clear signal prints with 
first item. “Feather-lite” touch, even-odd key 
tops for greater speed and accuracy. Electric 
models have motorized multiplication and sub- 
traction, automatic space-up, total, sub-total. 
Models with direct subtraction print subtracted 
items in red. Direct, automatic Credit Balances 
available. 


R.C. Allen sookkEEPING MACHINES 


Models for commercial, payroll and bank use. 
One-operation posting, so simple anyone can 





operate these fast, accurate models. Front-feed 
carriage, automatic date printing, keyboard 
carriage control, automatic tabulation. Easy, 
quick interchange of control bars for adapting 
machine to many uses. 


R.C. Allen CASH REGISTERS 


Electric and hand-operated models for every 
business. Features include “Cashguard” lock, 
“Speedi-Change” cash drawer. Get maximum 
protection, convenience and information at 
lowest cost. Handle cash, charge, paid-out and 
received-on-account transactions with auto- 


graphic detail tape for complete records. 


America's Finest 


Machines for Every Use 


and Every Business 











without obligation. L 679 Front Avenuve, N.W., Grand Rapids, Michigan 





Build Your Buginege 
With Security 


Se urity dealers know that Crestline Desk 


and File installations represe nt one of the best 

















potentials for continued sales and profits. 

For this superb line of office furniture has the 
inherent qu ility which today’s market demands— 
assured customer satisfaction and the bac king of 
a manufacturer who understands the dealer’s 
problems—and is there, to he Ip him always! 
Detailed information 


at your request. 





eevee eeeeeeeeeeeeeereeeeevneveeeeeeeeeeeeeeeeeeee 





SECURITY STEEL EQUIPMENT CORPORATION 


AVENEL, NEW JERSEY 
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DO YOU 
MAKE COFFEE 
THIS WAY? 








A 


OLD 
FASHIONED 
CRANK 





OLD FASHIONED CRANK : 





Crank turning is the outmoded way of making 
coffee, placing phone calls, starting cars, etc. 
So why run an inefficient, outmoded office 
You can do away with the fime-wasting, 
pencil-eating crank type sharpeners by getting 
a self-starting, electric, completely automatic 
Electro-Pointer and sharpen pencils the mod- 
ern way. Saves time, saves pencils. See your 
stationer or write Stile-Craft 


COMPLETELY AUTOMATIC! 


BE MODERN e 
WITH THE ae 


1825 MACKLIND AVE. ST. LOUIS 10, MO. 
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PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON 





1. Automatic 
Alignment. 


2. Automatic 
Rotation of 
sheets for 
longer wear. 


3. Automatic 
Warning of 
last typing 
lines. 


4. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 





BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 
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THIS NEW PEN WITHOUT 
FILLER-ASSEMBLY IS CALLED 
DUO-CART BECAUSE OF THE 
TWO INK CARTRIDGES, ONE 
WORKING AND THE OTHER 
AS RESERVE. 


7] ¢ me dern 
{RT has an « 
ng system, 
rougn a variat 
ate f 
TH, 
pe 
ld 


carat gok 

of a stainles 

pen 1s refilled 
ridge piugged ints 

holder, independent 
tternal bod / 

r 


ntaw 


which 


par ‘ 

An acoustic 

constant reminder when 
one cartridge remain n 


holder 


ITALIAN PATI! 


Patents pending 


AURORA 88 —/, Via Arcivescovado—Torino—lItaly. 





TS NEW | Announcing the newest, finest 
a 10-key calculating-adding machine 


the 


COMPTOGRAPH (202° 


brought to you by Felt & Tarrant Mfg. Co., makers of 
lim delalcmicluleltrm@cluloiiclil-ii-laeCeleliitem@ellallielilite 
Machine since 1886 


FIGURES FASTER THAN YOU THINK! 


Adds, subtracts, multiplies, without printing subtotal or 
even divides. Operates at total. Speed without fatigue-- 
startling speed of 202 revolu- keyboard designed to elimi- 
tions per minute. Automatic nate lateral hand movements. 
Visi-balance window tells For further details about this 
instantly your true running brilliant new office per- 
debit or credit balance former, fill out coupon below. 


FELT 4 TARRANT MANUFACTURING COMPANY 


1715 N. Paulina St., Chicago 22, III. 
Gentiemen: Without cost or obligation — 
The new COMPTOGRAPH | want more informaticn about the new COMPTOGRAPH 


CALCULATING-ADDING . ‘ 
MACHINE, the COMPTOMETER Please arrange for a free office trial 
DICTATION MACHINE. and the Nome 

COMPTOMETER ADDING 

CALCULATING MACHINES Company 

are products of Felt & Tarrant Address 

Mfg Co., Chicago 22. lilinois : 

Offices in principal U S. cities City 

and throughout the world 
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Try A C C O-binding / 


You'll Like It Better Because It JS Better 


When all is said and done, the true reason why you ought to use the Acco 
method is that you'll like it better! 
You'll like Acco Fasteners, Accobind Folders and the Accobinding way of 


filing all your business papers because they mean security, neatness, order, 


quick finding, office and personal efficiency. 


Acco-binding does away forever with Acco-binding is easy to operate, foolproof, 
“scatteration filing’, limp and messy fold- economical. Simply punch your papers, 
ers, lost or mislaid papers. Acco-binding place them over the prongs of the Acco 
brings all related papers together and keeps Fagener in an Accobind Folder and be 
them there. Your correspondence, orders, assured that “Acco-bound papers are 
invoices, reports and other records are al- . : ” 

ways in order, safely bound—temporarily SAFE papers”. 
or permanently as you wish—and readily 
available. 


ACCO PRODUCTS, Incorporated, OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 


Yes, you certainly will like Acco-binding 
better, because it is better. Try it and see! 





Tue Orrice—March, 1955 





EXTRA! EXTRA! 


p) 


aunt’ 


NO 

W YOU CAN RENT THE WORLD'S FOREMOST 
 JUPLICATING SYSTEM FROM $7.50 A MONTH 
. AD BED op 


World's foremost 
me complete ir.ormation 


maker of carbons, f » OLD TOWN Duplicator, includ 
y , ing 10-day free trial, rental and trade-in 
cator 
ribbons, dupli ors Senet detieaies 
and supplies 
() You may arrange a FREE Trial 


Now you can RENT 
one, a dozen or more 
OLD TOWN Spirit 
Duplicators 

install a complete, 
modern Duplicating 
System in your office 
with no capital 
investment. And even 
before you rent, you can 
have a 10-Day Free 

T rial to prove how 
an OLD TOWN 
Duplicating System 
reduces and expedites 
paper work 

saves you 


time and money 


Make all the copies 
you need, of 
everything you 
write, type, or draw, 


in 1 to 6 color 


Trade in your old 

mach ne your 
outmoded “smudge pot” 
is still worth money 
when you trade it 

in on the new 
precision-engineered 
OLD TOWN 


D licator 


Get all the facts on this 
history-making offer 
mail the coupon now! 


Company Name 


Attention 
Address 


City 





1 lock it in my desk drawer! $ 5 
At better Office Machine Dealers everywhere or write for information TODAY ; 9 0 


ayeyoory 


...but EVERYBODY... 


WIF 


only 6% Ibs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 

a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to ‘stand and wait” to use it. I showed her the visible dials, the 

large clear type, the two-color ribbon and even did 150 operations 

a minute for her. 


e* S. Some of the men would like to take it home My beloved 
in its zippered case to finish work at night — but Me, Swift costs 


plus 


only 


SWIFT BUSINESS MACHINES CORP. 
Great Barrington, Massachusetts 


38 
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COPY ANYTHING 


| + we en 2 ee 2 


Turn a Dial — Get a Copy 


Amazing newly 

designed automatic 

copy control assures perfect 

copies every time. Just set 

the dial to the type of 

copies you want—your 

Delivered with , | copies are ready in seconds 


tifetime service 
The Brand New 


quorantee 


“2? so easy! so fast! 


Stop o ty i origi or 
> original... 
DIAL-A- MATIC y) 
‘ Nee . 
y 


o UT comes the 
copy! 
y 


/ 


NO DEVELOPING NO FIXING 


ane time tgp on x a NO WASHING NO DRYING 
a ee MO TRAYS NO DARK ROOM 


AMERICAN PHOTOCOPY EQUIPMENT CO. (Dept. 0 35) 
1920 West Peterson Avenue 

Chicago 26, Illinois 

Rush me, without obligation, your free book on new 
A peco Dial-A-Matic Auto-Stat copying. I understand this 


factual report will show me how I can increase the effi 
ciency of my business, speed work output 


Mail this 
postage paid Air Mail 
Card for 


(See other side) 











HAVE YOU READ ABOUT THIS NEW 


all-purpose 
copy maker? 










Beal me ie tale, [a7 


ApEco // , 











FIRST CLASS 
ermit No 266 


Via Air Mail 


_———$—$ 
BUSINESS REPLY CARD 


Ne postege stomp recessery if mailed in the United Stotes 





5¢ — Postage will be paid by — 


AMERICAN PHOTOCOPY EQUIPMENT CO. 


1920 W. Peterson Ave. 
Chicago 26, Ill. 








camera! 


Largest building to be erected in New York 

n 25 years, the 42-story Socony Vacuum 

office building will be sheathed in patterned 

stainless steel. The lower four floors will be 

of blue-gray structural glass and stainless 
steel. 











7 


Wood desks in the Pasadena Savings & Loan Assn., Pasadena, Calif., are products of Imperial 
Desk Co., installed by Los Angeles Desk Co 


Wood office furniture (at left) in the Anniston National Bank, Anniston, Ala., was installed by 
Sawyer Office Furniture & Supplies. Nubian finish desks are products of Myrtle Desk Co. 
Chairs are by High Point Bending & Chair Co 


—_—— 






































Emperor Haile Selassie of Ethiopia watches 
E. G. Buehrle demonstrate a Vanguard Dictat- 
ing Machine. An ivory and gold machine 
bearing Ethiopia's coat of arms was pre- 
sented to His Majesty on his visit to the 
Oerlikon Machine Tool Works in Zurich. The 
Vanguard is distributed in the U.S. by OTA 


Business Machines Division. 
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Refurnished of- 
fices of the Chi- 
cago Appara- 
tus Co. show- 
ing steel office 
equipment in 
cool green 
made by Invin- 
cible Metal 
Furniture Co. 


Clarence S. A. Williams, president of Bates 
Mfg. Co., uses one of the original numbering 
machines made by his firm in 1890. At right 
is the machine used by New York State's 
Motor Vehicle Bureau to validate licenses. 
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A section of the gen- 
eral office of the 
Jewish Community 
Center, Milwaukee, 
where metal chairs 
made by Milwaukee 
Metal Furniture Co. 
were installed by 
Northwestern Furni- 
ture Co. 








New York City's civil defense communication centers use 25 Old Town Model 9H Spirit 
Duplicators. Messages on preprinted Dupliforms are quickly duplicated and copies sent to 
fire, police and other departments for fast action. 
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Two views of the Formorama of Moore Business Forms, Inc. This traveling exhibit of forms 

methods and equipment for automatic offices will tour over 50 cities. Seven individual units 

in the Formorama cover separate record operations. Included in the display are imprinters 

decolators, detachers, registers, vertical spacers, carbon savers, typeliners, forms holders, 
label cutters, etc. 


elias. dill. 











“Before” view of the 
space below, prior 
to installation of 
Arnot Jamestown 
Partition-ettes. Four- 
teen days later a 
total of 90 private 
and semi-private of- 
fices were created in 
the 11,600 sq. ft. 
area. Similar ordi- 
nary plaster wall con- 
struction would have 
required four 
months. No modifi- 
cations of floor cov- 
ering, lighting, heat- 
ing or air condition- 
ing systems were 
necessary. 


After installation of 
Arnot Jamestown 
Partition-ettes, 90 
employees of the 
McCann-Erickson ad- 
vertising agency, 
New York, have pri- 
vate and semi- 
private offices. 
Bandfrost top panels 
increase privacy 
while height of par- 
titions makes ade- 
quate supervision 
possible. Partition- 
ettes may be shifted 
easily and quickly by 
workmen with no 
special tools or train- 
ing, and remain the 
property of Mc- 
Cann-Erickson if the 
agency should move. 
Installation by Itkin 
Brothers, Inc. 


Tue Orrice—March, 1955 








the DAVIDSON DUAL-LITH Stands alone! 


Because all controls of the completely new DAVIDSON DUAL-LITH 
242 are at the delivery end of this fully automatic machine... your 
operator sits down during production runs! And whether it’s short runs 
... long runs... wet offset... dry offset... letterpress . . . imprinting 
... embossing ... numbering .. . perforating . . . the new DAVIDSON 
DUAL-LITH 242, with its many exclusive features, assures low cost, 
quality production every time. Such Davidson “plus” advantages as good 
ink coverage, accurate registration, positive paper delivery, suction feed, 
automatic blanket clean-up, and finger-tip controls make this new 
DAVIDSON DUAL-LITH a truly outstanding production machine. The 
DAVIDSON DUAL-LITH 242 stands alone from operating and main- 
tenance standpoints! Call your nearest Davidson sales office — in all 
principal cities — for a DAVIDSON DUAL-LITH 242 demonstration 
...0Of write for brochure describing the many distinctive features 

for money- and time-saving benefits. No obligation, of course! 


Davidson DAVIDSON CORPORATION 


A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON STREET, BROOKLYN 5, NEW YORK 
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PHOTOGRAPHY 





TESTED AND PROVEN 
Flemington. Bland 
PORTAGRAPH, TRANSCOPY, DEXIGRAPH 
for PHOTOCOPYING 





Because the Remington Rand line is complete, you can 
select photocopy equipment geared to your particular 
needs. Anyone can make accurate, low-cost copies of any 
record in a minute or two, right in the office. No darkroom, 
no wiring, plumbing or installation. Choose Transcopy 
Duplex for combined exposing and printing...use a 
Rotoflo rotary or Portagraph flat-bed printer with a Trans- 
copy processor for separate exposing and printing. 


The advanced features and versatility of the 
Remington Rand photocopy line have almost un- 
limited time and money-saving applications in 


TRANSCOPY modern business. 


PROCESSOR 
PORTAGRAPH For low-cost point-of-use copying at unity or reduced sizes, 


a Ceo choose Dexigraph. Produces permanent photocopies from 
flat sheets, books, Kardex slides or bulky material. Also 
makes high-quality negatives for offset reproduction. 
Speed, accuracy and ease of operation at point-of-use 
make Dexigraph ideal for high volume or routine copying. 





Remington. Flan. 

Room 1335, 315 Fourth Avenue, New York 10 

Please see that | have FREE literature on: 

©) Portagraph (P334) Transcopy (P344) () Dexigraph (0286) 


RCE ee Re nee we 





DEXIGRAPH 
Firm — 


Address ne ae 
City Zone State 
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PHOTOGRAPH Y 





A BOON TO BUSINESS 
Flemington. Flarudl. 
FILM-A-RECORD 
for MICROFILMING 


The Remington Rand line of Film-a-record equipment offers 
every modern microfilming advantage . .. provides 98% 
space-savings for inactive records, record insurance for 
valuable records and dollar and time savings in the prepa- 
ration and creation of new records. With Remington Rand 
Cameras, anyone can accurately film records of all types 

..up to 15” wide, one or two sides, colored or black on 
white. There are four different Film-a-record cameras 
including the low-cost, transportable Model 8 and the most 
versatile and fastest Dual Model 12. 

As the leader in the microfilm field, Remington Rand 
offers a full line, including ... cameras, readers, auto- 
matic high-speed feeders, film storage cabinets, film and 
accessories. There is equipment to fit every budget... 
every business need. National service and supply facilities 
are the widest available. 


Mail the coupon today for descriptive literature. FILM-A-RECORD 
MICROFILM CAMERA 

















ae 

© 

e 

SOHOSHSSOSHSSOSSSSSSSESSSSSESESESSESEESE 

. 

7 

: Remington. Fland. 

* 

e Room 1335, 315 Fourth Avenue, New York 10 

4 Please see that | have FREE literature on Microfilm: 
AO READER « ) Cameras (F382) (|) Readers (F200) () Feeders (F406) 

. Cabinets (LBV693) Other = 

7 Name & Title (idiiemeetiis 

® Firm _— 

2 

s Address er 

OT ee 

& 2 
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DUPLICATING 
Sy a Oe FU eo eS 


Scientific know-how and research 
make ROSE products the highest 


in performance and dependability. 


MASTER UNITS’ 

SPIRIT CARBONS 

HECTOGRAPH CARBONS 

SPIRIT CARBON ROLLS , 
ALSO Duplicating Fluid & Hand Cream 


a eert, 


R SE RIBBON AND CARBON 
DS A MANUFACTURING CQ., INC. 


«i/fe 


General Offices and Factory * Harrison, N. J. 


Tue Orrice—March, 1955 














TWO WAYS TO WRECK COSTLY OFFICE MACHINES... 





So, for SAFETY’S SAKE... 
put em on a TIFFANY 


STAND 


Office machines are a big invest- 
ment; why take chances by using 
them on flimsy, cheaply con- 
structed tables or stands? Tiffany’s 
unusually heavy, solid, angle steel 
construction eliminates machine 
accidents caused by tipped stands. 
Heavy metal castings anchor 
stand firmly to the floor. Open 
top design sends annoying ma- 
chine noises away from operator, 
increasing office efficiency and 
morale. 

MODEL 5000—4 cup open top locks machine 
base to stand. Heavy iron castings cover casters 
and rest solidly on floor. Casters are retractable 
with positive action. Drop leaf attachable, flush - 5000 
with top or low for posting tray. 

With two drop leaves, Mode/ 5002. 


A 
4 









c 

















See your Tiffany Dealer or write for 
full color brochure showing all available stands 


Often Imitated... T; 
Never Duplicated 4 ffe n iy) 
roesy tl # Stand Co. 


mM ¢ 
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q? 


Bates 
Numbering 
Machines 
oy The world’s 
s standard for excellence 
- > 
Botes % 


Model C Stapler 
Makes its own staples 


One looding— 5000 stoples fe) 


Bates Staple 

Remover and Punch 

Instantly removes any staple 

Punches o hole up to 

© thickness of 

Botes List eight pieces of paper 
Finders 
Press . . presto 
There's the 
address 


1 


f phone number, 
di recipe, etc 
Quick os 
@ wink 





Bates 

Mercury Staplers 
Wide range of models for 
every requirement 


Ps. 
\ ee 
Botes Refill 


5000 rustless Bross nw Pad rd 


staples each loading 


Botes 
Perforator 
Easiest action, large waste 

container. Compact, 
economical 


keep all these 
BATES quality 


products 4 
on display ie 





Bates AQ 
Samson 
Hand Punch 


Powerful, easy to use 
perforates up to 
“4” of poper 


BATES 
quality products.. 
Sales getters 
profit makers 


Bates % 
Automatic 
Eyeleter 


Feeds, inserts 
ond crimps 
eyelets in one 
avtomotic action 


— 


Munkee 
Silent Stamp Pods 


Reversible, renewable filler 


4 


for long life, clear 


impressions 


the BATES 


manufacturing co. 


Orange, New Jersey: New York Office, 30 Vesey Street 


Bates Numbering Machines, Staplers, List Finders, Perforators, Eyeleters, etc. 
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Regna can print double cash receipts 
fone for store, one for customer). 





IN CANADA: Regna Cash Registers of Canada 
Ltd., 704 Notre Dame St. W., Monretal, Que., 
Business Equipment 


OUTSIDE CONTINENTAL U.8.: Jorgen 8. 
Lien, Box 507, Bergen, Norway. 








a new concept of 
cash register design 


If there is one cash register which fully meets the performance and 
budget needs of all small and medium size retailers—surely it is 

the magnificent new Regna DeLuxe! A cash register... an adding 
machine ... a bookkeeping machine—it is ideally suited for the 
multiple functions of cash protection, cash-credit control and general 
figurework. Sturdy, precision-built, soft-spoken . . . virtually 
maintenance-free! And note the Regna’s trim, rounded styling: 

so elegant, compact, unobtrusive. Yet for all this versatility and beauty, 
the Regna is low-priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 

cases in green, ivory and maroon, 








ni 


3 ies & . : aa {3 
Visible item indication shows clerk New square sha 


Ed 


ped “sculptured” keys 
and customer individual items, total. are far easier and faster to operate. 
A complete stock of Regna Electrically and hand oper 
parts is located in service ated models with or without 
centers throughout the | Ss indication 





I A 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 
Gentlemen: 


Please send details and prices on the Regna Deluxe Cash Register 
plus information about becoming a Regna dealer. 





| a sieesiniscsnesnisscsiiaroines oo ginnsauensnseotiantanniote 


YOU CAN CUT FIGUREWORK COSTS 








No streaks! 


—-with FLAGSHIP 





Streaks (rotier marks) have been voted the most boffling problem in getting out 


perfect carbon copies — especially with the high feed-roll tensions of modern 
typewriters. 


Now, with Flagship'’s newest metallic-bock carbon paper development you have 
the easily proved, quickly demonstrated answer to that problem. 


Roller marks ore out! Clean, perfect copies of brilliant color strength and fine 
erasabuiity are in — for good — with Flagship. 


And Flagship can be counted on to lead the race for a genuinely better carbon 
poper that will give more satisfaction to more customers. If you are not getting 
results with ‘the line you have always bought’ Flagship may be your answer. 


Let us tell you more about Flagship. Make it a point to call or write us today. 


FLAGSHIP is curl-proof, with smudgeless erasures. The 


metallic back makes it easier to handle, wear longer and give sharp, 
permanent copies. Meets the needs of more people, with fewer 
weights and writing strengths. 





ALLUEE DB. carson And RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 
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YOU CAN CUT FIGUREWORK COSTS 


with a 


MARCHANT... ._., 


whatever your line of business! 








The 


fully 
MARCHANT 
Figuremaster 
e EASY TO USE ; 
* EASY TO OWN r 


¢ EASY ON YOUR TIME 


Whether your figurework is 





heavy or light... complex or i ee 

simple... there’s a MARCHANT calculator | ik . 

exactly suited to your needs that will do your pms vm He 
° Ss, 


figuring in a fraction of the time you're now spending. 


@ Call the local MARCHANT MAN. A test run in your own 
office will show that a MARCHANT calculator saves so much time 
you can’t afford to do without one. 


Any way you figure...its om . Eh 


ee Oe es 
(ULC 
J\="¢ 
MARCHANT AMERICA’S FIRST 
/ ' ee ee ee ee ee ee ee ee 
| Find out how a MARCHANT calculator will help cut your figurework 


costs and lighten your figuring burden. Mail this coupon with your 
business letterhead for free 


pony Index to Modern Figuring by Marchant Methods 


Descriptive literature on Marchant Calculators 


0-3 
MARCHANT CALCULATORS, INC OAKLAND 8, CALIFORNIA 
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how to 


FIND 
THE FACTS 


...when 
you want 





VICTOR BOOK VISIBLE 


Nothing adds so much to your 
own personal efficiency as having 
all the facts in any record at your 
fingertips. With Victor Book 
Visible up to 118 record items can 
be reviewed at a glance. No matter 
what the record, Book Visible 
gives you surer, faster control... 
saves you time and money. 
Book Visible is portable too. 





Ask your nearby stationer for a 
demonstration today. 


VICTOR SECTIONAL VISIBLE 

Every advantage of Book Visible 
is combined with the capacity to 
grow, section by section, in Victor 
Sectional Visible. Sections stack 
rigidly to any convenient height. 
You buy only what you need when 
you need it. See your stationer. 
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always bright and figures right ..- 


Recent laboratory tests show the new 


ADDO-X is speedier and requires far less 


energy to operate than the four other 
well-known comparable machines on the market 
All this plus the exclusive Ste p-O-Matic« 

Lever offers calculator performance 


at adding machine cost when multiplying 





with ADDO-X 


ADDO-X’s lightness and shortness of ke y action 
minimizes finger travel and saves operator's energ 
Figures based on an 8 hour working day 

Machine “A” required 56% more energ 

Machine “B” required 66% more ener 

Machine “C” required 159% more energy 

Machine “D” required 270% 





nore energy 


Write for descriptive literature Dept. 0 


ADDO MACHINE COMPANY, INC 145 WEST S7IM STREET MEW YORE 19 WY. CIRCLE 5 6948 


WEST COAST BRANCH 
WESTERN AO0G MACHINE CORP 2971 BEVERLY BL¥O 


(OS ANGELES CALIFORMIA 
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TEL OUNRION S224 











DISTINCTION 


OFFICE OF 


FOR TH Ee 





M8000, Executive 
Posture Chow 


Wiustrated = “se p™ ) , , 


M.$000, Matching 
Side Arm Chair 


56 
















Ga 


if yeu haven't yet 
shored in METAL-LUX 
sales and profits, write 
tave for full literature todey 


Visit us at 
Booth 37 
NOFA Convention 
Conrad Hilton 
Hotel, Chicago 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Campbell Ave., Chicago 172, Illinois 
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A 
CARBON 
AND 
RIBBON 

PLAN 

















Custom Made 0 Your Requirements 











STORMS SERVICE BUREAU THere's a STORMS Private Brand Plan to 
fit the needs of every dealer . large or 

The Storms Service Bureau is ar 

ready to help you with special small. Do as other satisfied dealers have 

—_—— of carbon paper done for over 50 years ; call upon 

nked ribbons and carbon rolls c . 

You are invited to consult with STORMS for the finest Carbon Paper 

Storms any time you get such re Carbon Rolls and Inked Ribbons. Use the 

quests from your customers. No 

cbligation, of course coupon below for complete, information and 
samples 








H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 
| Pee ewe ew eB eB eB eB eB eB BB eB ee eB Be ee ee 
H. M. STORMS COMPANY 
Storms Building, Brooklyn 38, N. Y 0-3 
Gentlemen: We are interested in the Storms Private 
Brand Program. 
{| Please send us complete information and samples 
We would like a copy of your new 1955 Catalog. 


| 
Ready for you ' 
NOW — the new 
1955 Storms Cat | 
alog 32 ' 
pages of quick ' 
reference to t 
hundreds of § Name 
items. Write for ' 
your copy TO ' 
4 
' 
' 
L) 


DAY! 


Company Nome 
Address 
City ie Zone State 
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MONROE CALCULATORS 


Rebuilt and Rough 


For the very best in both rebuilt and rough Monroe Calculators, there 
are many advantages in dealing with Calculator Equipment Corpo- 
ration. It is the only outlet directly authorized by Monroe to distribute 
its equipment of this kind in foreign countries. 

Every rebuilt machine offered by Calculator Equipment has been 
expertly reconditioned by highly trained mechanics with genuine 
factory-made parts, and is in excellent 
operating condition. If you prefer to 
have rough Monroes to finish yourself, 
you can depend on Calculator Equip- 
ment to furnish them complete and of 
finest quality. 





All rebuilt and rough Monroe Calcu- 
lators sold by Calculator Equipment 
Corporation are priced attractively so 
that you can make a fast turnover... 





with good profits. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey, U. S. A. 


Please send information about rebuilt and rough Monroe Calculators, also price list. 


COREE EEE EEE EERE EEE HEHEHE EEE HEHEHE HEHEHE HEHEHE HEHEHE EHH HEHEHE HOEEEES 
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ND BLANKETS 


LERS A 
MERCURY-LITH ROL son 


for Multilith printing 












RY-GRAPH ROLLERS ae 
Multigroph duplicating machin 
fi 


MERCURY PRODUCTS 


You get extra mileage from these superior 
rollers and blankets because they are 
extra durable. They are built to meet the 
same severe standards as the heavy duty 
rollers and blankets used on the world’s 
largest lithographic and printing presses. 
As a result they outlast ordinary duplicator 
accessories and give far finer reproduction. 
Try a set and see the difference. 


RAPID ROLLER COMPANY 


FEDERAL AT 26TH STREET ° CHICAGO 16, ILLINOIS 
Eastern Office: 800 McCarter Highway, Newark 5, N. J. 


MERCU 
fo 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


60 


SCHWEITZER, 


J. 


LABORATORIES IN 





ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J 


THE UNITED STATES 
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Archimedes 
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HEINRICH DIEHL GM B.H.RECHENMASCHINENFABRIK 
NURNBERG STEPHANSTRASSE 49. TEL. 4911 
WESTERN GERMANY 








NEW HOME 


FRANKEL MANUFACTURING 
COMPANY 


Otinveis®, COLOB# ADO 





The Original Top Film Stencil 
Since 1930 


40,000 SQUARE FEET 
DEVOTED EXCLUSIVELY TO 


DUPLICATING SUPPLIES 


The House Vhat Zuality Buitt 


Equipped with the most modern precision machinery and equip- 
ment — invented and designed by our own skilled specialists, 
ond built in our own machine shops — this new doylighted 
FRANKEL building houses one of the finest plants of its kind 
in the world — devoted exclusively to the research, develop- 
ment ond manufacture of stencil paper, typewriter ribbons and 
other duplicating supplies. 


FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. + DENVER, COLORADO 
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ITS FREE AND ITS PACKED WITH 2 
IDEAS THAT SHOW How COLITHO : 
OFFSET DUPLICATING PLATES § 

CAN dara el YOUR y 

nat a 


Clip this coupon and 
mail with your letterhead 
for your FREE copy of 
the Colitho idea Folio. 








FUNDAMENTALS OF AUDITING by R. K. Mautz 
John Wiley & Sons, 440 Fourth Ave. Neu 
York 16, 443 pp., $6. 

This is a text for a first 

undergraduate course, not 

accountants. The author, 

fessor of aceountunev at 


belie 


book cun serve 


[llinois, rmghtly 
than one 
auditors because the diffe 


experienes It explains basic 


niques and their application, 


re helpful to those 


‘ “a s. Inelud S wort 


and proble mis 


WUNICIPAIL IND GOVERNMENTAL ICCOLNT- 
ING by Irving Tenner. Prentice Hall, Ine. 70 
Fifth Ave., New York 11, 569 pp., $8.65. 

The third edition of this work, 
ver not only governn 
units but institutions such as hospita 
colleges and universities. The book 
consistent with principles established b: 
the National Committee on Governmen 
tal \ccounting and the Municipal 
\ssn., 
changes made by the 
lication of the 


Finanes (otheers inelude 


DO YOU CLOSE YOUR BOOKS ON NEW YEAR'S 
EVE? American Institute of Accountants, 270 
Madison Ave., New York 16, 11 pp., Free 
The natural business vear 

pany covers an annual ey 

when 


ending inventor 


and loans fron banks 
calendar vear 1s 
pany’s fiscal ven 
chart form to deter 
business vear. 


‘ed n 
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Problomt? 


Does your present writing pencil wear 
down too quickly, snap too easily, or 
mark too lightly? 

Are you using a kind of colored pen- 
cil ill-adapted to your work? 

Are you having trouble finding the 
right pencil for some special job? 

Whatever the problem, WRITE OUR 
PENCIL ADVISORY SERVICE. 

{t one time or another, we've been 
asked almost everything about pencils. 

If we don’t know the answer, we have 
our own research laboratory to find out. 

From our many kinds, qualities, de- 
grees, and colors of writing, drawing, 
sketching, marking, coloring, copying, 
shorthand, charcoal, carpenter, mois- 
ture-proof, and other specialized pen- 
cils we can almost surely pick the one 
best suited to your purpose... tell you 
why we recommend it... and send you 
samples to test in your own hand. 

Just write on your company letter- 
head. Explain your problem, We'll be 
glad to help. 


Pencil Advisory Service, D-3 
EAGLE PENCIL COMPANY 


703 East 13th Street, New York 9, N.Y. 


World’s largest manufacturer 
of quality pencils 








Ever have work from your office 
duplicators come out looking like 
early hieroglyphics? . . . filled let- 
ters, smudges, blots? The culprit 
may be just plain lint. 

You see,lint from some papers 
is picked up by the blanket or 
plate ... then takes on ink... 
and leaves a dot or line on the fin- 
ished copy. The more lint, the 
more unexpected dots or lines. 

The remedy is as simple as the 
cause. Use Eastern’s lint-free du- 
plicating papers. Special surfac- 
ing and sizing built into these fine 
papers eliminates the possibility 





of a “‘linty” surface . . . assures 
clean, clear impressions on every 
job. 

For top quality work on sten- 

cil, spirit or offset duplicators.. . 
for papers that look well, print 
well and permit fast, trouble-free 
operation, use Eastern’s Office 
Papers: 
ATLANTIC BOND, ATLANTIC MIMEO 
BOND, ATLANTIC OPAQUE, ATLAN- 
TIC DUPLICATOR, MANIFEST MIMEO 
BOND, MANIFEST MIMEO, and 
MANIFEST DUPLICATOR. 

For sample packets or sheets 
write or call. 
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ATLANTIC BOND 


pasteen 


Uswtss PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


Due Orrics 


March, 1955 








One-Line Tabulator Addressing 


MARIO BANFI, President H. B. WILSON, Vice President 
Machine Timer Co., Staten Island, N. Y. 


OR YEARS the addressing of mai a re-evaluation of this outmoded prac 
has followed a conventional pat tice of addressing Although at on 
tern dictated by ancient custom: the time addressing was accomplished by 
name on the first line, the street address hand, tollowed by use of the typewriter, 
on the second, and the city and state much of today’s addressing is done by 
on the thurd. The attempt to gain other business machines 
greater efficiency in the office requires Millions of addresses are prepared 
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A tabulator card with address punched in three |5-column fields. 









































JOHN DOE 

210 LINCOLN AV A bill eddrened in 

MIAMI BEACH FLA the conventional! 

manner from the 

ia above tabulating 

card 
| 
ee — 
JOHN DOE 210 LINCOLN AV MIAMI BEACH FLA ) 

This bill's one-line 
address was printed 
from above tabulat- 
ing card with two 
less tabulator cycles. 

_ Lt 








The Orrice— March, 1955 67 














A tabulator card with the same address punched in one continuous field. There are no wasted 

columns between the parts of the address. No part of the address is limited to the size of its 

own field. New cards like this can be punched and integrated with previously punched cards 
like the one on page 67. 


( JOHN DOZ 210 LINCOLN AV MIAMI BEACH FLA ) 





oe 








Bill with one-line ad- 
dress printed from 
above tabulator 














card. 
| 

aaa nel — = 

Vou} ! cumbersome ‘ per r ( cle Ol the 1; hulator The first eyels 
manner of tabulatit equipment hot prints the complete address and the 
Decnus¢ thie equipment cannot do the econd move thie document from. the 
jon more ¢ Chenu put rather because printing position and replaces it with 
ol adherence to eonventior Severa thie next document This applies re 
method ire used to produce addresses vardiless of whether the document being 
and enel ub ect to improvement addressed a tabuliating ecard or check 
throug nereased machine productivity (to te read throug! re vindow enve 
Whether the address is tabulator printed ope), a ngle sheet, an envelope or a 
from three fields on a single tabulating continuous form It all the printing 
ecard, oF printed from three tabulating al a document cat be accommodated 
ecards each beige the source of one ol On oe ne, such as unemployment com 
The elements ol the address, the speed PeNSALION CheCKS, payroll checks, \W 2 
ol producing addresses can be increased forms, ete., the tabulating machine time 
up to L00c; hy printil r the entire ad fil d brie time oft perso! nel required to 
dress on a single ling run the machines can be eut at least in 

It would appear that the following hall, since three or more print cycles 
advantages would accrue in most ma are presently required versus one with 
chine room installations from the adop ngle line addressing 
tion ol single lina tabulator addressit . a The columns ot a tabulator earad 

l. The addre ean be printed in twe required for the punehed intormation 
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can be 
field, 


total of the 


fie lds to one 


, : 
smaller than the 


from thre« 
he Ing 


reduced 
the latter 


vava lable 


three, thus maki 
the use of additional columns. If unde 


present methods Thre? 15 


addressing 
column fields are provided tor the name 


ana address, the | | 


single line address plat 
designed with the 
10 columns for the 


is hy eause the 


can be allocation o 
entire address. TI 
street and number can be 
punched — immediately following — the 
name and the 

| 


following the 


Citv-state lomediately 


street. The availability 


ot a tew additional columns on a tabu 
lating ecard tor other 


added 


purposes may pe 


mit obtaining data not other 
Wise possible 
material Tor 


3. Less editing of soure 


punching is Even if any ele 
ment of the 
than 15 characters, the com 
should fit in a 40-column 


editing The « 


required, 


name and address consists 
ot more 
plete address 
ield without kception 
would 
than 


The simplest COnVeTSION Lo single line 


require some editing, but less 


heretotore, 


addressing would be installations where 


the soures of address information § is 
contained in three fields on a= singel 
tabulatine card Re-wirine the plug 


hoard on thre tabulator (or the eqQuivii 


lent for mechanical tabulators) will pet 
mit addressing on a single line. In addi 
tion, the space allocated to the address 


on the printed document and the Will 


dow in the envelope, if any, must be 
redesigned, In this type of conversiol 
the three elements of the addre will 
appear on the printed document wit! 


the first letter of each alway appenring 


in the same position Llowe er, new 
cards can be punched thout ecard 
TO fields On the eard fia) cone Pp ( 
spaces can be provided bi ny, ‘ 
clement of the addre 

It your present Vstem has the mame 


itl d 


necessary to 


address on three eards, it will be 


reproduce the three card 





Noise Reduced in 
Office Below Machines 
LEADING manufacturer of ma 


chine Bullard A70iss Bridge 
port, Conn., was faced with a seri 


tools, 


ous noise problem in their new. office 
building. One of their second floor 
iflices contained 35 electric office ma 
chines including calculators, summary 


W hen 


caused eX 


punches, tabulators, sorters, ete. 
machines 
resulting in the 


in operation, the 
cessive vibration, noise 
problem. 

Bullard’s service department was lo 
cated directly under this The 
duties of the 15 people working in the 
service department involved direct tel 
phone contact with Bullard’s customers 
Their work entailed the dispatching ot 


othiee. 


phone throughout th 


ervicemen DY 
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into a single ecard to wain the lvantagr 
ol single line addressit y The au 
thors have checked with the postal au 
thoritie and have been nltormed that 
there are no legal restriction avainst 
the use ol ngle line addr ny 

U. S. It was therefore vital that the 


earl hear and un 


service ceé partment ¢ 


derstand all service request \lthoug! 
the service department Wi built with 
acoustical ceilings, it was impossible Tor 
the personnel to conduct their work in 
telligently The enormou mount of 
noise trom the olhee machine brat 
ing against the floor above, prevented 
the personnel from functioning ef 
ficiently 

The solution to this problem entailed 


Vibration caused 
If the 
would auto 
Bullard 
a representative of Barry Corp., 
Mas 


vibration 


the elimination of the 
by the offices 
could he 


machines ibratior 


removed, the noise 
called iti 


W ater 


ture! ol hoe} 


matically disappear 


town, manutas 


and isolation t 


help solve the problem The 


equipment, 
Barry 


that the noise re 


repre 
entative explained 
sulted 

} 


plitying the ollice machine 


from the floor and building an 


ity fico ty 




















which 


Bullard’s noise problem. 


The Barry mount solved 


macnine 


ling pnoarad This effect 
classroom demo! 


folk and 


top 


COMmMpPAaranvk ‘) rie 


tration ol striking a tuning 


placing | on one end ot a table 
The fork mal trans 


mitted to the large tabi urface whic 


was lorced into vibrating at the same 


frequency The much larger surtac 


radiated OnSLaGCTAaDI nore 


sound It 


remote part ot 


Ole placea ! Ss Cnr On a 








eld ow ‘ the radiated sound 
would | ve detected his theory 
‘ tive soOlutiol 1 thie problem 13) 
isolating e prating machines trom 
the floor and the building, the machines 
float. This would prevent the noise trom 


heing amplified and transmitted to other 


parts ot the pbuilding 

Kael ones macnine was mont ted on 
rom 4 to 6 Barry office mounts The 
umber of mounts were selected spe 
( fically ror cach machine to furnish thie 
prope! bration isolation. The engi 
neered mounts successtully isolated the 


floor and the building trom the machine 


bration with dramatic results. Accord 
ing to Robert Grat, maintenance eng! 
neer at Bullard Co., the little noise 
created by the services department's “ali 
condition ny vstem is now “tar mors 
audible than the noise resulting trom 
the ohee machines “We found,” Mr. 
Graf pointed out, “that not only has 
the original noise dropped below noi 


put it 





been 





has com 





mal room level, 





pletely removed trom the floor below.” 


Some of the 35 machines that made noise a problem for Bullard Co., Bridgeport, Conn. 
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Mechanical Budget Accounting 


JACK H. KELLEY 
Fiscal Director, Oklahoma State Planning & Resources Board, Oklahoma City 


BOUT a year ago, the Oklahoma 
Planning and Joard cre 
ated a fiscal department charged with 

the responsibility ot 


, 
Resources 


maintaining gov 
records tor 
These 


and commercial 


its divisions and branches. 


ernmental 
all of 


divisions include State and Industrial 
Planning; Water Resources; Forestry; 
Tourist Bureau; and Reereation and 
State Parks, under whose jurisdiction 


ure 14 state parks and numerous smaller 


recreational areas, as well as state 

monuments and memorials. 
The Oklahoma Legislature 

two-year appropriation of over $2,000, 


OOO tor 


made ii 
salaries, operating 
improvements 

earmarked = for 
branches. The 


eX pense “ 
and = capital 
amounts 


Speeihie 
were Various 


divisions and Planning 


and Resources Board also has under 
consideration a new issue of revenue 


bonds exceeding $7,200,000 for improve 
ment of the park system. For 
these reasons it became evident that our 
manual bookkeeping system would he 
unable to cope with the vast number of 


state 


claims that would be coming in against 
the various appropriations 
greater income to be derived 
facilities, 

We had to add several people to the 
hookkeeping department or else employ 
adequate 


from new 


meth 
Atter com 
plete investigation, we decided on the 
purchase of two National Class 32 type 
writer bookkeeping They 
have done such an outstanding job on 
all phases of our accounting that I feel 
a description ot our system will interest 
other state and municipal financial ex 
ecutives, 


machine bookkeeping 


ods, if such could be found. 


machines. 


One machine handles six general ledge 
ers, one for each division plus a sepa 
rate ledger for Lake Murray. (A major 
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and the 


development program Was completed ut 
Lake Murray State Park in 1949 at a 
cost of $850,000, financed by self-liqui 
dating revenue bonds The bond reso 
lution called tor maintenance of a se pa 
rate ledger. ) Altogether 
individual ledger accounts 

The general 
in Fig. 1. 
maintained tor park 
Division of Forestry. These 
flect totals of individual income 


there are ODD 
ledger Porms are sho 


control ecards wre 


Ineome 
each and tor thi 
cards re 
accounts 
time reconcile with the 
Oflieral Dye 


and at the same 
respective State Treasure: 


pository Accounts 


Notice in the illustration that the 
journal and ledger are made simultane 
ously, and that separate balances for 
debits and eredits, as well as the net 


balance for each account, are automat 
ically computed and printed by the ma 
chine. Proot of balance pick-up is ob 
ledger card 
journal ) The OO, 


printed by the 


tained hefore 
(see left 
automatically 


posting to the 
side ol 


machine, 





The author at his desk 
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Two National Class 
3! machines handle 
all accounting work, 
keeping figures up- 
to-date and in proof 
for 399 individual 
general ledger ac- 
counts and 960 sep- 
arate allotment ac- 
counts. 


proves that balances picked up 
correctly. lt made, the 
amount of that error will print, instead 
and it is 


that 


wert 
an error 1s 
immedi 


ot z ros, eorrected 


ately, betore particular posting 

takes place. 
Consolidated 

field, 


posit 


cash reports trom the 
with an 
card from the 
depository bank, represent thi 


entry 2 


towe ther advice or «ae 


designated official 
original 
Krom the 
memoranda of journal 
(Fig. 3). Debit and 
totals are run to assure correct 


(Fig. 2) 


source ot 
cash re ports, 
entry are 
credit 
balances before entries are 


made 


made on the 
machine, 

The other 
ments, liquidations 
expenditures for each of 29 appropri 
ated funds and three revolving funds 
There are 960 separate accounts in the 
allotment ledger. 

As you can see in the illustration of 
allotment forms (Fig. 4), the 
and ledgers are posted at the 
time. The ledgers are complete in every 
detail. Figures for current allotment, 
expenditure, unexpended balance, out 
standing and 


allot 


and 


machine records all 


encumbrances, 


registel! 


Saine 


encumbrances unencum 


bered balance are automatically figured 
and printed by the machine each time a 
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posting 1s made Journal columns for 


and tor encumbrances 


liquidate d 


expenditures 
placed or accumulate ver 
tically as figures are posted 

In addition to the individual 
one ol which ( Hlousehold 
Mquipment at Lake Murray State Parl 
is shown in Fig. 4, we 


ob ect 


overall fund control car 

appropriated tunds and three 
funds It is a 
these 


ob ject 


simple mi 
After 


cards tor any one 


up-to-date 
fund 
posted, the machine urmulated 
are then control 


Thus we 


only on the 


posted to 
have up-to : hicures 


eards hut on 


object 
fund control cards as well, at all time 

Allotments are made 
rectly 
the division director All informati 
with | 


quarterly, « 


trom the budgets requested 


respect to the amoul allottes 
each division, branch, fund, project and 
ob ject IS Shown in detail on tne pudget 


totale d 


and eontrol 


desk 


machine 


and proved ry the 
betore any entry } in on. the 


Large purchase orders 
made in triplicate The or 
to the vendor, the 


the State Budget Office, the thi 


econd COPY 








DR Rie, he EVR AS BOARD DUPLICATE 
De 800 of Mecrecton 06 Sete Peres ; * i 


ADVICE OF DEPOSIT 
ONG OLIOATED Cash REPOR Aural Paeereate ten. 
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Fig. 2. Consolidated cash re- 

ports from other departments, 

ees eal wr) = pe together with advice of deposit 
19) Coot Resolves fe 2 ial 70.2 sasize represent official sources for 
netuat <theuh Diabeseenietn ? vc 4 oy entry into the general ledger. 
Net Cone Pece'ved PA 4? fe. Ze thes 
Deduct Beer Oeporits ; ,ale 6! We. 47 Pa 2sge7 
7 §, Short 

Laasrd heave 1. Complete general ledger 

sesinaes intormation., 

2 Control over = all funds 
received and balances On 
each tund 

is used as a posting medium and then } Balances on cash bank accounts. 
the Fises Jepi , S € } 
filed in the Fiseal I epartment. Source 4, Revenue by department within each 
enrtr " ¢ , "OS ’ or 
of entry for all expenditures, including project. 
liquidation of encumbrances, is a tripli —* 
5. Expenditures by fund by project. 


cate invoice obtained from the vendor 


The coding supervisor prepares a 6. By project: total allotments, en 


memorandum to the typist and a memo cumbrances, expenditures, unex 


randum otf journal entry showing the pended balances, outstanding en 


division, branch, fund and object or cumbrances and unencumbered 
. rr : al , ale ° 
objects. The memoranda are sorted by allotment balances. 


project and fund and are totaled before 7 kh xpenditures DY object within 
being given to the machine operator. each fund 

Our revised accounting system utiliz 8. By object: the same information 
ing the accounting machines provides as shown under No. 7. 
advantages as follows 9. Expenditures by department with 
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KLAHOMA PLANNING &@ RES¢ 


ACCOUNTING Divisi< 
Memorandum of Journea Entry 


Lake Murray State Park 


rm ccr?_/9 DATE < y 
_ LODGE AND CABINS NAME OF ACCOUNT pest | creoit 
. 
Cash on Hand P| 


Cash on Hand hss ' 
Official Depository Acct. 114-8 (£m) 


y Ait Ma Ahead te 
BOAT DOCK 

Gash on Hand 

Cash on Hand 

Cash on Hand 

Officie! Depository Acct 

Boat Dock Deposits 

Boot Dock Deposits 

Cash Variance 

Boot Rentals 

Motor Rentals 

Boat Stal! Rentals 

Boat Slip Rentals 

Boot Permit Soles 

Gasoline and Oi! Sales 

Fishing License Soles 

Vending Machine 

Telephone Calls 

Soles Tax Collections 

Other (Specify 
CONCESSION INCOME 

Cash on Hand 

Cash on Hand 

Official Depository Acct 


GROUP CAMP 
ash on Hand 
Cash on Hand 
Cash on Hand 
Official Depository Acct 
. 
tér1e 9 
—. L 
hfe * 
« Arich 
OTHER INCOME 
Cash on Hand 
Cash on Hand 
Cash on Hand 
Officiol Depository Acct 


TOTAL DEPOSITS TO ACCT. 114-8 
GRAND TOTALS 








Fig. 3. Memoranda of journal entries are made from cash reports. Debit and credit totals are 
balanced before entries are made by machine in the general ledger. 
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in each project. ll. Reduced possibility of error ir 
= 1 " 

10 Description of cash received and posting to wrong tund or object 
description of claimant for encum- 12. All information on a current bas 
brance or expenditure. All funds are easily reconciled wit! 
Budget Division Form No. 2 947 STATE OF OKLAHOMA 
Not Volid Until CG s On File 
With the Director of the Budget PURCHASE ORDER 
To . . by t 

4 jest } treet rote , 
Ship TS , g ' peas P 
- P e Ae rn A e 
, 
Agency Req. * 
Deliver on or Betore 
| roig Quantity nit Senetation , 
; J ' 
3 
} 
| Otherw: ndicated All TOT r¢ 
Ard 7 O8 ee era Prices Exclusive of Federal Tox AL AMOUN ‘ 
CHECKED WI)H THE REQUISITION, AND 
IMPORTANT INSTRUCTIONS TO DEPARTMENT ‘ 
ARD, COMMISSION OR INSTITUTION ACCEPTED Bit) OR APPROVED CONTRACT 
Submit seporote aim and Receiving Report for each Purchase 
y der 
Purchose Order number must ao or on each Cloim Receiving By 
Reports and correspondence pertaining to this Order 
Dep , Beard, C or inate: s Copy Posted te 
Records 
' 
.. 
used as posting medium for allotment ledger 





Fig. 5. Third copy of purchase order is 
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the Division of the Budget and the State 


Treasurer. The eurrent 


information by object over a period ot 


advantages ot 


ten months has already afforded an « 
invaluable in 


budgets and 


perience which will be 
making 
future requests to the 

At the 


three times as many people would be re 


more realistic 


legislature 
most 


conservative estimate, 


quired to operate this system, using pe! 


and-ink methods. The cost ot equip 
ment, therefore, is insignificant in com 
parison to the labor saving attained | 
might say turther that the 
rate kind of 
produce the 


have. 


most ¢ labo 


manual set-up could not 


type of records we now 
A system like ours could be used 


by almost any state or municipality 





A Photographic 
Inventory Method 


WALTER X. BRENNAN 
PHOTOGRAPHIC 
copying 


days off the annual inventory shut 


method ol 


records has eut several 


down at General Aireratt Supply Corp., 


Detroit \fter two annual trial runs 
it was established as a regular pro 
cedure 

The firm conducts a combined ware 
house and store tor wholesaling and re 


tailing aviation and industrial supplies 
It maintains 


HOO items o1 


perpetual inventory of 10, 


record eards filed 


isible 


in 200 slides In previous years, before 


taking inventory, it was the custom to 


have a stenographer type lists of the 


items, with quantities and prices, or 


inventory worksheets. This required one 


girl’s time tor two weeks There were 





the expected typing errors, and the in 
ventory changed during the period ol 
Clerks taking 


delaved by the 


typing 


inventory often 


were 


errors 
Larry Zygmunt, president of the firm, 
who 1s always looking for new 


hette a. hit 


ways ol 
doing things upon the pho 
tographie idea No photo tan himself, 


he called in an employee who was 
Jumping to the opportunity to demon 
strate his hobby, this 
12 em, 


project was under way 


( mplovee brought 


in an old 9 film pack camera 


and the 


i 


The camera was clamped securely to 


| rocussed on a 


a table and drawer ot 


ecards which had been taken out of th 
filing ease and propped against the wall 
Two floodlights light the 
cards The file removed — the 
drawers and set position while 

Within 


later the 


were used to 

clerk 
them in 
the amateur 


shappe d pictures, 


two hours and 200 


pictures 


The perpetual inven- 
tory record file of 


General Aircraft 
Supply Corp., De- 
troit. 
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Be Better Satisfied 


Buy Bovwughs' 














“Desk-Hi” cabinets 


THERE’S A ‘‘DESK-HI” to fit your taste and fit your purse 








Handy as the telephone in fact, it makes an ideal combi- 
nation cabinet and telephone stand. 29” high 38” wide 
outside choice of two depths, 12” and 18’ available 


Library Shelving .. Wrap Racks without doors, with steel sliding doors or with glass sliding 
doors and the sliding shelf is adjustable without bolting 
It's no wonder Borroughs products are the best companions 


an office ever had. May we send you our catalog ? 





Open Shelf Files . . Steel Shelving 





T 
and hed 


BORROUGHS MANUFACTURING COMPANY 





3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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A reproduction of one of the 8" x 10" prints 

on matte paper which is made of each file 

slide. The number at top is written on the 

frame with a grease pencil and becomes a 

page number in the binder. Space at right 
is for handwritten entries. 


10,000 items were on film without an 
eTTo! The filny were sent out tor 
processing and _ ws 10” prints were 


made on lightweight, matte finish paper 


which takes pen or pencil notations. 


Prints were punched to fit into binder 
covers and became worksheets for the 
various teams taking the physical in 


ventory. 
low contrast 
prints the best, but 


Nevertheless the idea was 


Because of the use of 
film, the 


usable 


were not 
were 


proven and nearly a week was cut off 


of the usual 10-day shutdown for inven 
tory. The photo method produced a 
huge saving in payroll, eliminated 
errors and, probably most important 


slight 
photo job was turned 
over to a prot ssional in 1953 who used 
petter camera to 

black-and-white 


resulted in only inconvenience to 


eustomer The 


film and a 
sparkling 


contrast 
produce 
prints. 


80 


Before drawer 
numbered with a grease pencil. These 
became the number and 

when the 

transferred 
hack to the file cards. As work 
sheet is a picture of the drawer and its 
particular arrangement of cards, any 
reading drawer numbers when 
back to the files is quickly ap 
time and 


photographing, each 


number page 


serve to jocate the drawers 


worksheets 1S 


data on the 


each 


error in 
rong 
parent, tor another saving in 


a reduction in 


Thinks Office Worker 
Growth Is Stabilized 


Benjamin Solomon, research associate 
at the University of Indus 


errors. 





Chicago’s 


trial Relations Center, discusses the 
growth ot the white collar work force 
in their Journal of Business. In 1870, 
white collar employees, including cleri 


eal, protessional and technical workers, 


and those involved in sales, made up 
about 6% of the total work foree. 
In the same year, more than half of 
the Americans at work were engaged 
in farming, forestry and fishing, and 


about a@ quarter were in mining, manu 


facturing and 


mechanical industries. 
By 1910, the percentage of white col 
lar employees had increased to 15% of 
the total work force and by 1950, they 
totaled than 27%. Part of this 
increase was due to the influx of women 
into white collar jobs. In 1870, only 
14% of white collar workers were wom 
en; by 1950 the percentage was almost 
half. 1910 and 1950 the num- 
ber of white collar employees grew at 
three times the entire work 


foree. 

Will this trend continue? Mr. Solo- 
mon is skeptical because the proportion 
of the population engaged in agricul 


ture has now dropped 12%, making it 


more 


Between 


. : 
the rate of 


improbable that any increase in the 
total white collar work force may come 
from this relatively small percentage 


farming. He _ believes 


the percentage of the white collar work 
force has stabilized. If this is true, the 


now engaged in 
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Why you will save money with 
the BURROUGHS SENSIMATIC “50” 
accounting machine 


It costs hundreds of dollars less 
than any other full-size accounting 
machine... it’s fully automatic . . . 
it does your complete accounting 


job as fast and accurately as a high- 


4 * 
Burroughs ar. 
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priced machine. See the thrifty 
"50" Sensimatic accounting ma- 
chine at your nearest Burroughs 
branch, or write Burroughs Cor- 


poration, Detroit 32, Michigan. 





$1 





American tradition of the sons and 
workers seeking 
white collar employment may be halted 

This growth Ith 


social 


daughters ot manual 


switch may mean a 
the 


status 


status for manual worker 


since his financial Is somewhat 
than that of the white collar em 

On the other hand, the supply 
of white collar employees resulting trom 
the 


may e 


hpetter 
ployee 
increased educational 
xert an increasing downward pres 
the other 
in white collar occupations 


opportunities 


sure on salanies and benefits 


ee 


Too Many Places 
to Look! 


7% 7 
\ ; 
an JP” \e 


| 





BERYL BATTEN 


ideal if whenever we 


asked someone in the file department 
that 


record, we handed 


immediately. But it 


lor a were 


record does not 


always work tha Perhaps there 


are too many pli » look. Some fle 


departments don iave control of then 


own organization and everybody in the 


othee has an idea So instead of im 


mediate service, it is a case of eventu 
ally. 

Mr. Advertising 
keep thie 


all i! ore tolder, 


Manage r 
that 


but he 


must answers to maga 


“ne ad trusts 
t to the file department. He 


very hard o1 tha ad 


had worked 
and the replies 
are rather sacred to him so, of course, 
} 


tney must ! aT searreres 


arou 


Says he 


ordinary maternal nu les. But. wher 
Mr. Important wri about 


June rie 


his let 


he Ot} never mer! 
Advertising 


remembers \V \ ] netiv that 


ter of 
tioned the magazine ad. M1 
Manager 
he had previously 
Mr. Important, so ev 


\¢ down 


received a tetter Trom 
eryvthing in 
tt 


omece is and in 


letter NO one 


turned ups 


for that 


out looking 


look il thie ) that con 


4 \ 
ha vf 


scattered throug! 


thinks to 
tains the ad replies which should 


yneen Take! ouft and 


he files under the names ot the writers 


Mr. Advertising Manager 


record ol thre 


could have 


number of re plie S 


needed to know 


kept a 
the ad because all he 
drawing power of 


Mr. Salesman says that must keep 


all his 


cause he has 


correspondence he 
that 


does not 


customers’ 
knowledge 
others do not have, and he 


anyone CIS¢ 


technical 


want confusing his eus- 


with wrong information or lack 


that onlv he could 


tomers 
or intormation P1Vi 
know 
W ithout 
falls 


regular 


Of course, the does not 


eustome! 


this and writes to the company 


addressing it to Mr. Salesman. It 


nto thie hands ol one ol the 


correspondents who immediately insti 


search tor the eorres 


trip 
vious correspondence i 


Tutes a 
pondenes Mr 


and has the pre 


previous 
Salesman 1s on a 
{ 


perhaps if 18 one of! 


his briet case. Or, 
days when M1 
| 


to lunch and 


those Salesman 1s out 


has the correspondence 
ocked in his. desi All afternoon he ts 
conterence” and eannoft he ap 


proached Mir 


nliormat) akes Nis 


where. Mr. Salesmar 


worked tor the 


ustomer wants imme 
HDuUSINess 
that he 


that 


compan 


else torgot 


and 


Compan too 


his yoo would not ¢ =t it the 


exist. Mr. Salesman created just 


one more piace t 


Follow-up letters sometimes are put 


vious Ol later 


letters 


! red tolders No pre 


letters are filed here Follow up 


t checked when general corres 


checker It 


nr e 


pondence 


hame 


? 


" 
nore place a) 
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easily, fast and efficiently! 7) rie 
Kkubber bam 


SECURE YOUR SUPPLY WO 


FROM YOUR STATIONER ie ES 





ALLIANCE RUBBER COMPANY 


ALLIANCE, OHIO HOT SPRINGS, ARK. 


ALLIANCE RUBBER CO. 


HOT SPRINGS, ARK. 


Please send FREE Sample of ARCO OPEN RING 
STATIONERY BANDS. 


FIRM a 86) Ue 


——~ __STATE 


1F YOUR | 
| 
| 
| 
| ADDRESS__ 
| 
| 


DEALER IS 
UNABLE TO 
SUPPLY YOU 
PLEASE 
MAIL THIS 
COUPON 


MY STATIONERY DEALER IS 
ADDRESS _CITY _STATE 





look 4d is hi 
Technical fil 


cross-relerenes 


AcCCeSS 
seT up No Copy or 
made The never-Say- 


die person will check through all the 


technical files to see if by 
But ee) 


is just a lost cause 


chance it 
| 


might be there. omebody else it 


Ages ago, someone decided to 
and the orders. 
That meant two places to look for cor- 
re spondence from a customer. No 
ever had the courage to change the situa- 


lor, that 


separ 


ate the city country 


one 


after all, hadn’t it been 
way for years? It was so long ago that 
the purpose 
gotten. How 
familiar with all the places in the 
United States know whether it is a 
city or a country order? Why file orders 
from different different 
places when colored labe Is could be used 
territories? Then 
filed alphabetically in one 


tion 


of the plan has been for 


would a person who is not 


territories in 
to represent different 
all could be 
location instead of alphabetically In Sey 
eral locations. 

who are not file-minded 
they 
lem in finding when they pick something 
desk that has 
charged out from. the 


Many people, 


fail to realize that create 


a prob 
ff heen 
files 
minded, 
from the files 
When 
they look 
at you blankly and say, “I don’t 
if 


0 someone else’s 
properly 
Other people, 
will charge out 
and then 


ii ked ToT 


who are not file 
omething 
pass il to someone else. 
correspondence, 


have 


Mr. Executive decides to read all th 
correspondence that is 
what individual is 
of having a for this 
purpose, he has the file copies turned 
over to him. Months later, he sends the 
copies to the file de partment. Work was 
slow in the files but 
material comes in, everybody is busier 
than a bee trying to get it all filed. In 
the meantime, the file department has to 
say that perhaps Mr. Executive has 
the letter or, if it’s available, they can 
go through the 
if the letter is 

Many 


written to see 


each doing. Instead 


tissue copy made 


when this mass ol 


mass ot material to see 
there. 


and devious are the 


reasons 


84 


accumulate outside the 
problem of 
places to look. One man waits until he 
has an letter 
sends his letter to file. Another 
until the carrier of the order is paid. 
Another hold all letters on the pur 
of certain types of material. An 
holds ail letters from new custo- 
and so on the list of reasons 
Letters are held “until such time 


why “hold files” 


files, and all add to the 


answer to his betore he 
walts 


cnast 
other 
mers, 
grows 
MS « « 

Someone decides that to make destruc 
material for a three 
month period will be filed in one place, 
the next three months in another place 
and so on. A letter of March 30 and its 
answer of April 5 will be filed in two 
different places. If the story of the 
year’s transactions is to be found, it 
means looking in four places. After all, 
from location to another 
can get to be routine. 


tion sooner, all 


walking one 


boresome 


with an idea 
figured that 
mail, inter-office communications and fil 
] picked up every hour 
Then there was the complaint that the 
file clerk always had the sorter full 
and so was no good. If there is only one 
file person, then a day is often 
enough to pick up the filing. The fine 
from the and the 
the drawers to file this material 


One of those 


for improving the 


persons 


othe 


ing should be 


once 


sorting sorter open 


ing’ oO 


be done 


I 
should 


just once a day so ther 
will be times when the sorter is clear. 
On the other hand, there is the idea 
that filing should be picked up from the 
desks every two weeks. In the meantime, 
always stacks of corre 
spondence unsorted in the files and at 
each person’s desk, and numerous other 
where sorters full of 
pick-up would 


there are 


places there are 
Once a day 
this situation. 

Perhaps you believe your case is dif- 
ferent. You say conditions in your office 
are different ,efore you talk yourself 
into the idea of holding material out of 
the files, why not stop and think a 
little as to whether you might not try 
the idea of fewer places to look? You 


material. 


eliminate 
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Wloka makes 
ribbons for 225 
office machines 


Machines vary. So do operators. And job requirements 
vary, too. But two needs are constant the need for clear 
legible work and the need for economical production 


Webster meets these needs with a wide variety of inked 
ribbons for specific machines and specific kinds of work 
They are made from the finest materials, either silk, long 
staple cotton or nylon. And there is a wide choice available 
in color and ink intensity. 


Naturally, these fine ribbons are unconditionally gua) 
anteed. Webster introduced the first non-filling typewriter 
ribbon in 1889. Since then they’ve been precision made and 
carefully inspected, inch after inch, to insure uniformly good 
service. 

The ribbon that does high quality work, dependably and 
economically, is the best ribbon for your office. Your wisest 
choice is Webster’s . . . consult your nearest dealer or write 
to us directly. 


F.S.WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Massachusetts 
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adds auto-mutltiplier! 


There is nothing quite like the new electric Odhner — 
this speedy, easy-to-operate 10-key adding machine 
now offers a revolutionary auto-multiplier and 
optional stepover feature! Odhner’s auto-multiplier—- 
the 9 small keys at the right of the keyboard—is — 
designed so the top depressed key activates the — 
multiplying cycle. Now Odhner gives you the 
advantages of efficient and simple automatic 
multiplication — at savings up to $200! New: Odhner 
retails at only $399.50. Available-now in the U.S.A. ~ 


You can count on FACIT INC. 
500 Fifth Ave., New-York 36, N.Y. 


Adding Machines 114 Sansome St., San Francisco, Calif. 


might be surprised at how much quicker has to be done for long distance tele 


the finding is, and how much more effi phone calls. It often takes considerable 
cient. educating to get an office foree to be 

The file department makes its own lieve this. File personnel who do not 
contribution to too many places to look have service as their motto, do not 
Any time that filing is allowed to ae prompt people to get material to file 
cumulate in sorters, fine sorted ready to within a 48-hour limit after a letter 
file or even stacked up unsorted, there is written. Your file department can 
are too many places to look. When there save you money, if you let them, just 
is laxness in calling charged-out ma by the speed with which material can 


terial back to file, too mueh huntine be found. 


X ed NUMBERED —. 


bag = ho i 


SAY METHODS & SYSTEMS MEN 


“Found! The vital link that perfects property 


control. One type of tag, one method of mount- 
5 ing, uniform “out-front” placement and legible 
: numbers . . . outstanding attributes of this in- 
novation in the tagging of furniture, fixtures 

~ and equipment.” 

4 
> 

af NO SCREWS, RIVETS, TACKS OR TOOLS 
% Lustrous .016” Satin Aluminum “SERIALLY NUM- 
= f BERED AUTOGRAPHS" are much more durable 


than foil or paper labels . . . more impressive and 


SOLVENT - ACTIVATED "Cp ah,f vrsh seivent onthe “adnesive "backing and. pres 
ADHESIVE BACKING 710 


into place with your fingertips. Mount them in 
WRITE TODAY 
for FREE booklet, “HOW TO PERFECT INC. 











seconds on both smooth and crackle finish surfaces 
PROPERTY CONTROL.” We'll include 


“try before you buy" samples. MASON CITY, IOWA, U.S.A. 





The handiest gadget 
Va A perfect point 


precision 
-— with a twist pencil 
a\ of the wrist sharpener 


During dictation sessions secretaries will love the 
new Dux. Inexpensive — razor sharp spare blades 
for a few pennies will last for years. Available 
with or without the new “Combi” tape dispenser 
base. 
Get one for home too 
FRED BAUMGARTEN Exclusive Imports 


675 Cooledge Ave. N.E.. Dept. Z3, Atlanta 6, Georgia 
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Adding Machines 





BERNARD H. NEMLICH 
NOFA President 


HE Ninth Annual Convention-E» 
hibit of the National Office Furniture 


Assn will bring office furniture 
dealer manufacturers and manutae 
turers representatives to Chicago, March 
20-25, trom every part of the United 
States, to participate in the only Show 
ot its kind “devoted exclusively to ol 


and 
200 dramati 


hee turniture 
thar 
rad Hulton 


convention 


equipment.” More 
exhibits at the Con 

Hotel will emphasize the 
theme, “Improve Office Liv 
ing With Better Office Equipment.” The 


entire accent of the show will be on 
selling 

Outstanding men from within the 
ndustry will serve as convention ses 
sion leader Only three speakers on 
the program will come from outside 


field On 
dealers, 


will 


Monday ° 


manutac 


the othee turniture 
Mare} Zl, at 


representatives 


noon, 


irers and have an 


opportunity to hear “Sunshine 


| 


{ 


counsel and director ot ad 


Flack, sale . 


NOFA Convention 
In Chicago 
March 20-23 


(gent ” 


114 Sansome St., San Francisco, Calif. 





JOHN R. GRAY 
Executive Director 


Biscuits, Ine., 
discuss “Spreading Sunshine 


Selling.” Mr. Flack has prob 


vertising tor Sunshine 
who will 
Through 


ably addressed more sales conventions 
and related groups than any other 
man in America, garnering a total of 


over 11,000 successtul platform engage 
throughout — the 
March 22, the sales tempo will 
John W. 
“tailer-made”’ 
“What Would 


elimie. 


ments country. On 
Tuesday, 
be further emphasized when 
Mock, 
talks, will 


You Do?” 


At Tuesday’s 


known for his 
moderate the 
management 
Henry 


sales 


noon luncheon, 


Flarsheim, noted advertising and 


promotion expert, will speak. Mr. Flar 
sheim, who 1s vice president of one ot 
the country’s largest advertising and 


public relations organizations, Is an 


authority on mail order selling. He 
will demonstrate how to apply the sue 
cessful methods of top ranking sales 
men to every selling activity, at the 


manutacturing, wholesaling, and con 





Some of the members who attended a recent meeting of the Chicago NOFA Chapter at which 
Bernard H. Nemlich, NOFA president, was guest speaker. 
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NOFA Convention Program 


SUNDAY, MARCH 20 


1-6 p.m. Exhibits open. 
1 p.m. Ladies’ reception and tea. 


MONDAY, MARCH 21 


9 am. Ladies’ shopping tours, TV and radio shows. 


{ 


1:30 arm. Business meeting, election of officers. 


11:30 a.m. Reports of committees: Finance, Enwarpo Tyre: Freight, Norwan 


GinspurcG; Sales Training, James Kancertr: Insurance, Dantes 
W ALDNER. 


Noon Opening luncheon. SPREADING SUNSHINE THROUGH SELLING: 


GENE FLACK. 


1-6 p.m. Exhibits open. 
7:15 p.m. Mystery tour. 


TUESDAY, MARCH 22 


9 am. Ladies’ Merchandise Mart tour or home demonstration 
9:30 am. Management Clinic. WHAT WOULD YOU DO?: Jousx W. Mock 
Noon Luncheon. SELLING MORE OFFICE FURNITURE BY SELLING 


Henry FLARSHEIM. 


l-6 p.m. Exhibits open. 
| pam. Ladies’ Study in Color. 
7:15 p.m. Annual banquet. CONQUEST OF CONFUSION: Citantes Mo Hanna 


Presentation of awards. Entertainment 


WEDNESDAY. MARCH 2: 


9:30 am. INDUSTRY WORKSHOP. Dealers led by CLratpe G. Witcox Jr. 


Representatives led by Frank T. Sanostrom. Manufacturers’ leader 
to be announced. 


11:30 am. Reports on workshops. 
Noon Closing luncheon. SELLING THE SIZZLE: Eumen Witeecen 
1-6 p.m. Exhibits open. 





sumer levels. A man who has_ sold sion,” an nspirational — tall vhicl 
millions of dollars worth ol merchan should he hong remembered In the 
dise as well as ideas, he will have as days of inereasing pessimism, M1 
| topic, “Selling More Office Fun Hanna is unique in the ver mal 
ture by Selling.” number of things he 1s against Hh 
Tuesday evening, the Ninth Annual fame rests on his zeal for accentuating 
Banquet will afford an opportunity to the positive and his facility tor making 
furniture dealers and manufacturers as crystal clear exactly what every true 
vell as their wives and guests to enjoy American 1s for He has been called 
fellowship with their friends and as one of America’s most formidable 
oclate Charles M. “Chuek” Hanna, “triple threat” men in the eurrent fielt 
private consultant in labor-manavement flor the preservation of our Amerieat 
relations, author, lecturer and publicist, wav ot lite The Five White Guards 
present “The Conquest of Confu headlined musieal singers on the Miltor 
Pik Orrick Mareh, 1955 











on 
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his tested selling sentences, will present 
his highly popular tested selling plan 
for American business, “Selling the 
Sizzle.” Wheeler, the man who 
sells the sizzle and not the steak” has 
turned his facility for money-produe 
ng slogans into a million dollar busi 
ness enterprise 

“These dynam spe akers, the exhibit 

and programs for the ladies, dealers, 

Stenew Clerdeates Sieien td Steens manutacturers and representatives are 
all keved a pattern for an excellent 

convention of the office furniture and 

Berle and Arthur Godfrey television equipment industry,” said John R 
shows, will present a concert of solo Grav, NOFA’s executive director, “th 
and ensemble inging that will round open-flow arrangement of this conven 
out a pleasant evening tion Is one ot the greatest assets,” he 
As a fitting climax, on Wednesday stated. “Bottlenecks will be eliminated 
March 23, Elmer Wheeler, famed for and it will be possible to move from one 





All-Steel Equipment Inc 
Aima Desk Co 
Aluminum Seating Corp 
Arnot-Jamestown Corp 
Art Specialty Co 

Art Steel Sales Corp 
Artistic Desk Pad Novelty Co 
Bankers Box Co 

Bassick Co 

Bentson Mfg. Co 
Browne-Morse Co 
Buckstaff Co 

Challenger Steel Products Corp 
Chicago Lock Co 

Cole Steel Equipment Co 
Columbia Steel Equipment Co 
Corry-Jamestown Mfg. Co 
Cramer Posture Chair Co 
Davis Upholstery Co 
Doro Mfg. Co 

Dorset Steel Equipment Co 
Doten Dunton Desk Co 
Durable Metal Products 
Eagle Ottawa Leather Co 
Emeco Corp 

Ever-Ready Electric Co 
Executive Furniture Co 
Faultless Caster Corp 
Feldman Selje 

Filex Steel Products, Inc 
Flex-O-Lators, Inc 
Bernard Franklin Co 
Geyer Publications 
Gift-Craft Leather Co 
Greyson Mfg. Co 
Guardsman-Valentine Inc 
W. H. Gunlocke Chair Co 
Haeger Desk Co 

Halls Safe Co 

Hamilton Mfg. Corp 
Hanes Chair & Furn. Co 





Exhibitors 


at the NOFA Convention 


Harter Corp 

Haskell Inc 

Helms Products Inc 
Hemisphere Steel Products 
Herring-Hall-Marvin Safe Co 
High Point Bending & Chair Co 
Hillside Metal Products Inc 
Home-O-Nize Co 

Hoosier Desk Co 
Huntington Chair Corp 
Imperial Desk Co 

Indiana Chair Co 

Indiana Desk Co 

Jasper Chair Co 

Jasper Desk Co 

Jasper Office Furniture Co 
Jasper Seating Co 

Johnson Chair Co 

Kenmar Mfg. Co 

Keystone Steel Equipment C 
Knoll Associates 

LaSalle Products Co 

James Lees & Sons Co 
Eimer Krumwiede & Associates 
Lehigh Furniture Corp 
Leopold Co 

Lift Truck Service Co 
Lundstrom Laboratories Inc 
B. L. Marble Chair Co 

Maso Steel Products Inc 
McDonald Products Corp 
Meilink Steel Safe Co 
Metalstand Co 

Midwest Folding Products 
Herman Miller Furniture Co 
Milwaukee Chair Co 
Milwaukee Metal Furniture Co 
Modernize Inc 

Monarch Furniture Co 
Mosler Safe Co 
Murphy-Miller inc 


Myrtle Desk Co 

National Lock Co 

Neiman Steel Equipment Co 
Nucraft Furniture Co 

THE OFFICE Magazine 
Office Appliances 

Orna Metal Products Co 
Otis Steel Products Corp 
Parker Steel Products Inc 
Peerless Steel Equipment Co 
Precision Mfg. Co 

Harvey Probber Inc 
Protectall Safe Corp 

J. K. Rishel Furniture Co 
Royal Metal Mfg 

Sainberg & Co 

Security Steel Equipment Corp 
Shelbyville Desk Co 
Sight-Light Sales Div 
Smith Metal Arts Co 
Spence Furniture Co 
Stacor Equipment Co 

Star Steel Equipment Co 
Standard Furniture Co 
Steel Parts Mfg. Corp 

Steel Service Mfg. Corp 
Sturgis Posture Chair 
Supreme Steel Products Inc 
Taylor Chair Co 

Tiffany Stand Co 

Toledo Metal Furniture Co 
Upholstery Leather Group 
Valco Co 

Victor Safe & Equipment 
Vogel Peterson Co 

Wells Chair Corp 

Westcort Co 

Western Mfg. Co 

Wood Office Furniture Institute 
Whirl-O-Matic Inc 

York Safe & Lock 








v0 
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"When Nothing But the Best Will Do’’ 












Maso’s steel chair suites 
offer a beautiful New High 


__in Seating Luxury! 
lt 

















Jd 


‘Re , 


Yet Maso’s 3 Complete Matching Chair Suites Out-feature ~ 
Others Costing Far More—Fit Every Office Need and Budget! 


Maso’s “years ahead” design and advanced engineer 
BE SURE TO VISIT US ing bring office management the chairs of the future, 


at today —combine a bonus of practical mechanical fea 


National Office Furniture Assoc. tures with seating beauty to please the most dis 


criminating tastes. Look into the output-stretching 


Convention advantages of the newest “latest word” in business 
March 20 through 23 seating. AND REMEMBER: Maso also offers the 
Conrad-Hilton Hotel most complete line of typewriter and business machine 

Chicago stands accorded the highest quality reputation in the 


office equipment industry 


Booth 102 & 103 
“Jt Costs You Less to Equip with the Best!’ 


MAsa STEEL PRODUCTS INC. 


53 W. Jackson Bivd., Chicago 4, Illinois 
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March 22. Tue Orrice placque, which 
is presented each year to the NOFA 
chapte! registering the greatest increas 


DONT SELL In membership, goes This vear to Detroit 
THE STEAK and will be accepted by that chapter’s 


7 president, Harold B. Speicher ol 
Sel Chu y | 7 ard’s ()thee Supply Co. 
SIZZLE « The following new services are now 


being ole red to NOFA members: trans 





portation insurance which consists of 


broad nsurance coverage on all tvpes 


S01 the a of merchandise trat sported by either 
railroad, truck, or other means, and the 

raph {\dministrator’s Guide, a book to be 

"64 used in NOFA Sales Traiming Schools 


with the NOFA Sales Manual as the 
—_ textbook The guide ean be used also 


by dealers as an aid in conducting store 


Elmer Wheeler in his famous sizzle-selling snles meetings. In addition to the 

presentation which NOFA members will wit NOFA Sales Schools. thev have a 

ness at their annual convention in Chicago Freizht Rate Savings Plan A (Credit 
this month. Service is beine considered. 


Registration lor the eonvention and 


exhibit, including the three luncheons 


ection to the next with « ( Leading and banquet, is $22.50 for NOFA mem 
authorities in the field will present prod bers and $27.50 for non-members who 
uct knowledge information on all phases will be welcome. Details from National 
of office furniture and equipment. Con Office Furniture Assn., 327 S. LaSalle 
siderable attention will be devoted to St., Chicago } 


ope rational costs, sales training, freight 
rates and many other matters to help 
the dealer and manufacturer in thei 
efforts to gain a reasonable profit,” ae 
cording to Mr. Gray 

Thought has also been 21Iven LO SOC 
activities with an excellent progran 
planned for the ladies, including a my- 


tery trip and a visit to the national! 


famed Kungsholm restaurant The 
ladies program is different this year in 
that NOFA has a staff member wl 
will schedule and Upervise their ac 
tivities whiel | nelude stvle show 
shopping tours, Visits to various spot- 


in and around the city, television and 
radio shows, teas and many other Tea 
tures to make it an occasion that the 
ladies will remember. 

The exhibits will be opel Prom oti 
to six o’eclock every afternoon 


Chapter awards will be presented 





the annual banquet on Tuesday even 
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with modern steelerafit' ine. 












NEW T@Ree, wM.Y¥; 


the quick-selling Prestige ae... 


Here is the popular priced metal office equipment and accessory 
Prestige Line which makes lasting friends of satisfied customers 
because of its advance design, practical utility, quality materials 
and price economy. Modern Steelcraft’s continuous high 
production standards plus scrupulous inspection methods bring 
you only outstanding steel products designed and fabricated by 
master craftsmen. These all important factors are your silent 
salesmen to help your sales soar! 













Join up with this coast to coast spectacular selling, 
luxurious oppearing line and increase your sales 
profits with MODERN STEELCRAFT the 
in steel office equipment and accessories 


hallmark 
Take ad 
vantage of our rare profit-building combination of 
OUTSTANDING VALUES at competitive selling prices! 


Write to-day for your FREE 20 page catalog illustrating 
Modern Steelcraft’s SALES-WINNING line 


TO HELP YOU GO OVER THE 





TOP IN SALES... 


¥ you cannot afford to overlook 
\ \ Modern Steelcraft's merchandising 


- aids 
\\ 


BoA 
td | 
iS ss 
ue 


mod 
230 fi 


Exclusive dealer sales policy 


Territorial inquiries directed to 
dealer 


National campaigns of adver- 
tising 


Prompt delivery 


High profit-making price listings 


ern 


fth avenue 
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stee 


modern steeleraft ine 
230 fifth avenue 


new york |, n 


dept. o% 


Please send me the Profit-Making modern steeleraft 


catalog 
name tithe 
rompan’ 


addres» 


ely some state 


lerafte 


new 


york 


aS. . 
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neenah fine rag 






boxed typewriter papers 
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a 
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prestige 


permanence 


The long cotton fibers in Neenah papers take re- 
peated erasures without surface mar. Your type- 
written pages are cleaner. 

The long cotton fibers take repeated handling with- 
out dog-earring or breaking down. 

Neenah papers are tub-sized and air-dried for a more 
luxurious typing surface. They are brilliantly blue- 
white for added prestige. 

Ask your stationer for Neenah, the finest in boxed 
typewriter papers. 





Neenah is America’s most complete line of fine business papers 

Old Council Tree Bond...... 100% rag 

NN EEO 75% rag 

CY CONN, 6s cesses cowene 50% rag 

Neenah Bond............... 25% rag 

Old Council Tree Onionskin. .100Y rag 

Success Onionskin.......... 75% rag 

Neenah Onionskin.......... 25% rag CLM MA, 
Finishes—bond and cockle rp 
Weight ubstance 7,9,13,16,20 and 24 Nblad LAhha Balas Gf 
Sizes—8% x 11;8%x 13;8%x14 

Neenah is also available ream wrapped 


NEENAH PAPER COMPANY + Neench, Wisconsin 
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Machines Teach 
Arithmetic Faster 


METHOD ot 
mentals oft 


creases the 


teaching the tunda 


arithmetic, which in 
effectiveness and effi 
clency of teachers and triples gains in 
achievement by students, was deseribed 
hy Dr. Andrew F, 


the method which 


Schott, who developed 
includes the use of a 
modern abacus in the second and third 
grades, the Burroughs Instructor Ad 
Machine in four through 
nine and a detailed instruction manual. 

Progress of the 
was measured by tests 
Test 
only 
of arithmetic but 


ding erades 
715 students involved 
oft the 
Bureau. These tests measured not 


California 
assimilation of the tundamentals 
also improvement in 
reasoning. “Results of the 

indicated that use of the 
retard the reasoning 
Schott said. “In fact, the 


accelerates achievement in 


arithmeti 
tests clearly 
machine does not 
process,” Dr. 
new method 
arithmetic 
Gains in reasoning proved to be slightly 


higher than 


the reasoning phases ol 


fundamentals.” 
Tests also proved that use of machines 


Vallis inh 


does not make the student helpless whet 
working problems only with peneil and 
paper. When students took two tests, 
one with machine and one with peneil 
and paper only, results were not sub 
stantially different. 

All classes which 
from the fourth grade through the ninth, 
advancements tar beyond the ex 


used the machines, 


made 


pected rate. Greatest improvement was 


in the eighth and ninth grades. In one 
semester, the eighth grade advanced 2] 
months and the ninth grade 22 months, 
or more than two school years. The 


seventh grade made gains in tour month 


that normally would require 19 months, 


or five times the normal rate of prog 
ress. The tourth, fifth and sixth grades 
mproved at twice the expected rate 
Average gain ot students tested in all 
vrades was 14 sehool months in) one 
four-month period. 

yr. Schott said that teachers, ad 


Put Ovvice—March, 1955 


ii 








POSITIONS WANTED | 


In New York & New Jersey 


+ , the expe rt recnr 4 PY 
jTive j TTICE pe 
r , 
jr Tike J pr ant are 
5 
Thor 7 y PF e re 3 
attentior ven eacn raer 


Executive Employment Agency 
829 BROAD STREET, NEWARK 2,N. J. 
Telephone: Mitchell 3-4060 




















\f your typists are- 
LETTER-PERFECT 





It's always been easy to make mistakes 


in typing copy for offset jobs. Now, it’s 
just as easy to correct them with 
SNOPAKE, a brand new, fast drying 
opaque paint made by FOTOTYPE 

Your typist applies SNOPAKE quick- 
ly, right from its own applicator bottle 
She lets it dry for an instant—then types 
right over it. The patch blends in with 
the rest of the page, entirely concealing 
the original error 

But don’t take our word for it. Find out 
for yourself by sending just $1.00 for a 
special trial SNOPAKE kit, containing a 
bottle of SNOPAKE in handy applicator 
bottle and a bottle of SNOPAKE Solvent 

Mail the coupon today and we'll rush 
your trial kit by return mail 









SPECIAL TRIAL OFFER 
FOTOTYPE INC., 1416 Roscoe, Chicago 13 
Enclosed is $1.00 for the Snopake Trial Kit 


Send to 

Firm 

Address City State 
95 





came less tedious and much easier. The 
new method helped teachers understand 


diagnostic, remedial and evaluative proc 


esses il arithmetic as vell as motiva 
tion ot the student through awareness 
ol tne Importance Of achievement Ih 


arithmeti 

lo launch the initial phases of the 
program in Wisconsin in January, 1954, 
Dr. Schott obtained the use of $30,000 
worth of adding machines from Bur 
roughs Corp He conducted workshop-> 
for teachers in the seven public, Cath 


olic and Lutheran schools selected tor 





the program. He also deve loped the new 
Milwaukee school pupils using the adding stvie abacus tor use the lower grades 

machine and the abacus. Placing the program in the schools cul 
minated three years of exploratory work 


by Dr Schott. Dr. Russell L. Moberly, 





trators, parents and childres ere director of the Management Center ot 
enthu st apout the new method Marg lette, cooperated in certain phases 
Some tudents who had been slow of the project and computational and 
earning under the conventional methor latistical vork was carned out under 
Decame terested and advanced rapid the directiotr of Dr John P. Malloy, 
Teachers achieved a better understand director of Marquette University Guid 
ng’ oO ‘ Lhpve They ob T nance Center 





GENERAL ¢@ ELECTRIC 
SUPPLY COMPANY 


uses The DENOMINATOR 
to Determine the Basis of Allocating Overhead in District Offices 


The billing linage for each major item, such as TV, Radio, Appliances, Repairs, etc., is 





tabulated on The Denominator. The proportionate figures shown enable management 





to allocate the clerical expense of billing to each sales department of the Company. 


4, “2 = =Whether you sort-and-count by units—tens, dozens, fraction of dozens 


or aross lots—The Denominator will prove an invaluable time-saver 


Write Dept. 0-52 [<"8 
The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N. Y. 





Manufacturers of Tabulating Machines for 40 years 
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Bir, SPPPrice FEGECHL, LAID 






“We're wasting plenty of 
money with old—fashioned 
hand collating methods.” 








“The way | figure it. 


it ¢ costing ug 
5 times more 


than it should!” 











"Take my advice... 
get all the facts about a 


Thomas Collator today!” 











We're all aware of the time and simple-to-operate Thomas Collator. 
energy consumed by the task of hand- And it doesn’t matter whether your 
gathering sales bulletins, price lists office spends 2 or 200 hours a week 
and other duplicated papers into sets. collating a Thomas Collator will 
However, what many of us fail to save you time and money and pay for 
realize is that hundreds (and some- itself fast. 
times thousands) of dollars are 
wasted annually because of old- Get all the facts. Simply drop us 
fashioned hand-collating methods. a note today and we'll send you free 

But now you can reduce time- informative literature plus a helpful 
waste and increase collating efficiency collating analysis sheet. There's no 
as high as 500% with the new. obligation, of course. 


“ eA 
 ——- f . 7 c/nc. 


j 

| 

7 Specialists In Paper Gathering 4 
| 155 Sales & Service Offices From 

| 

| 





Coast To Coast 
Floor models are also avail- poe. 
able with capacities of from 50 Church St., Dept, B, New York 7, N, 


5 to 32 bins. 
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FLUID DUPLICATORS 


GUARANTEED 
PERFORMANCE! 


12 Precision-built 
Models to choose from 


.. « $95 to $910 Plus Tax 


PLUS a Complete Line 
of Quality Supplies! 


MAIL COUPON TODAY! 


7844 W. Hicks St., Milwaukee 14, Wis. 


Please send me illustrated folders and com- 
plete information on REX-O-graph Fivid 
Duplicators and the nome of my REX-O- 
graph Deoler 


NAME 
ADDRESS 


CITY & STATE 


| 
| 
| 
| 
I 
| 
I 
| 
I 
J 


Integrating the Negro 
Into the Office 


JOSEPH J. MORROW 


Director of Personnel Relations, 
Pitney-Bowes, Inc., Stamford, Conn. 
HE CITY which our plant and 
! : located (Stamford, 
Com s with he New York area, 
r Negro population 


“al some 


maith Olle 


eities, ana 


special problems of a 
Nort! 
its of 
with 
pre judice ere 

j 


so evident 


Sout! horde! 


1 
prejudices 
thie 


However, 
eXIS eon 


munits patterns 


although Thee not 


thie uriace as The’ Vv bye hh areas 


Nes 


centage of the 


bat 


on 


where oher pel! 


rr COM prise 

populatior 
le ejslation 
1947, but 


an active 


( mploy ment practice 


Connecticut 


our ow art pro 


employment started some 
Like most other plants, 
Negro 
1! trucking 


( 
| + 


vram OL Tair 
vears betore 


we had a tew employees doing 


maintenance an jobs at the 
time we decide 
N eoTor positive way 
Wi bye van first fill 


ssembly and = other 


‘ oO expand opportun 


ties Tor In a more 


try to some ma 
skilled on 
Negroes Wi 
Opposition, 


did 


atraid we 


t« 
ehine, a 
skilled shop los wit! 


\ ithout 


(tiil 
accomplished tT 


althoug! grapevine report reach 


us that a lew employees were 
to fill the pls 


were trving int with cheap 


labor at the expense of everyone else’s 


earnings Although this 
ol ad more ol 


pected, W ¢ feit it Was not 


and Wis 


jobs 


a reactiol the tvpe we ! 
really 
ol 1 


skilled 


main 


] 

ics. ‘ 
made no. issue 
to add 


to tine 


widespre ad and 


tinuing imstead other 


Negroes 
taining 


Coot 


Tire and 


Prom 


our pay rates at a level above 


the community 


ye Tol 
In 1946, 
Negro girl 
Here we were trea 
ritory Because of the traditional ium 
” collar 


we decided to employ oul 


first ink al position 


ding unknown ter 


portance of “status to white 
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"\ USaltonal" 
DE LUXE ADDING MACHINE 
is your best buy!” 





Modern appearance and styling and 
exclusive new features spotlight the new 
National De Luxe Series of adding 
machines. Smooth, sweeping lines, with 
a soft brown and tan color combination 
harmonize with any office furniture 
National De Luxe models are the only 
adding machines in the world with an 
ADJUSTABLE KeytoucH! Each operator 
can instantly adjust the keytouch to 
her individual preference! 

“Live” Keyboard assures speed and 
accuracy ! Because every key is electrified 
there is no need to touch the motor bar 
Simply depress the proper amount keys 
and they instantly add and list! Saves up 
to 50% hand motion! 

Rugged-Duty Construction and double 
rust-proofing of all parts have made 
Nationals famous for their long life and 


trouble-free service. Nylon bearings and 


The National Cash Register Company 
Dayton 9, Ohio 


Varch, 1955 
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prec ision-built parts have brought new add- 
ing machine quietness. The entire mech- 


anism “‘floats’”? on rubber! Nationals are 


built to give years of quiet, efficient service 
3-Way Repeat Key is another exclusive 
National feature. Makes the De Luxe 


ideal for simple calculations 


National’s new De Luxe line offers many 
other tim<e -and-effort Saving features 
AUTOMATIC SPACE-UP OF TOTALS, LARGI 
AUTOMATIC CLEAR 


ANSWER” DIALS, 


SIGNAL, SUBTRACTIONS PRINT IN Rep, 
AUTOMATIC CREDIT‘ 3ALANCI 124%,” 
CARRIAGE also available with Visiput 
Print Lint 

Let us show you how much time and 
money the National De Luxe can save 
you. Call the nearest National Branch 
Office or Dealer today. See a demonstra- 
tion on your own figure work without 


obligation 





“Trade-Mork—Heg. U. 5. Pat. OF. 
lalional 
ADDING MACHINES - CASH REGISTERS 
ACCOUNTING MACHINES 
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_ 


no equipment 


needed 


To add beauty to your booklets 


with economical ‘do-it-yourself ’’ 


PLASTICO BINDINGS 


PLASTICO BINDING LICENSEES can help 
you make any booklet more attractive and unique. 
Do it in your own office . . . without any extra 
equipment! Simply get precision-punched blank 
body pages and covers from your Plastico licensee. 
He has the specialized experience and equipment 
to produce to your specifications— whatever the 
size. You'll discover it’s a ‘‘snap’”’ to compile your 
own booklets! 

Only Genuine PLASTICO BINDERS have “Arch 


Design’’ for greater strength, smarter appear- 
ance. 


Convenient . Money- 
saving . for small 
or large quantities of: 
® Catalogs 

Presentations 

Brochures 

Price Lists 

Order Books 

Sample Books 

Financial Reports 

and many more uses! 
WRITE today for full in- 
formation, plus name and 
address of Plastico Licensee 
nearest you. 


gm PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 


732 Sherman St. . 
15 W. 24th St. ° 


Chicago 5, Ill. 
New York 10, N. Y. 





vorkers and our uncertainty about thew explained how portant 

reactions, we chose this first Negro office havior would be in assuring full 
! " 

iri very earetully on the Dasis of in al ol her presence, emphusiz 


ews and aptitude tests. We placed need for poise, ti and = selt-restra 


Her im our personne] de partment, parti rere again, th Was ho open oppo 


sign of omMeial sanction and parth on, althoug ‘ v resentiul remart 


our personnel staff understood came to us 


Irom girl 
were trving to do I talked to partments whose work was 
hi department betore ow to the personnel department Wi 
tarted work and asked for watched — the ituation carefully, 
was readily torthcom made no comment ; 
welcomed her quietly, Week 


e Sea dod 
Which indicated quite come an enthusiastic booster 


at least one 


wt \ re atcehing } | 
ho were watching employee Her work wa 


accepted member ter than that of her 
After eig) years, she 1s t 
and has advanced to a respot 
quite fr: prepare Kor a While atter vard, we ¢ 
any possible rebutfs she mig to be quite selective, particularly 


auring he! av will i employme! ol Negro O1lles perso! 


— INCREASED EFFICIENCY 
— REDUCED FATIGUE 


— GREATER WORKING 
COMFORT 


Foot Comfort ¢ 


wherever 


sense that 
Strain 
work 


with a 


Firm sponge base dis- 
tributes body weight, 
reduces strain and 
[4alighe 
MATS: 18 x 30, 18 x 48’, 24 x 36”, 36 x 64” 
RUNNERS: TO 36” width, any length 
See your BANK OUTFITTER or OFFICE SUPPLY 
DEALER, or write: FLOORING DIV., Dept. E-6 for 


prices and literature 


The Hygienic Dental Manufacturing Co., Akron 8, Ohio, U.S.A. 
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Here’s the new typewriter that 


Ask your Royal Representative about the 


new carbon ribbon ROYAL standard | the double-duty 


office typewriter 


Royal Typewriter Company, Division of Royal McBee Corporatior world’s largest manufacturer 
of typewriters—standard ~- electric - portable Roytype ® business supplies 
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makes your letters “bloom”! 


It’s the new 
CARBON-RIBBON Royal standard! 


Have you ever seen a typewritten letter that looks better than 
printing? . . . one in which the individual characters seem to stand 
up black and sharp . . . have what the type experts call “‘bloom’’? 

If you have, you are very lucky, because you have seen a letter 
typed on the marvelous new Carbon-Ribbon Royal Standard, an 
office typewriter so versatile that we believe it is going to be the 
accepted machine from now on. 

To know actually what this new machine will do, you must have 
it brought to your office and put through its paces. Call the Royal 
Representative and ask him to show it to you. 








For executive typing, you get clear, beau- For duplicating letters, you get work that is 
tiful work in any one of the wide variety so outstanding it is often taken for original 
of type faces available. The work is so typewritten work. The Carbon-Ribbon 
good, so clean, so authoritative that we Royal can also be used to fill in letters and 


want you to see it as it’s done make them look personal 


Pik Orvics Varch, 1955 








Vv 


S 


everyone loves yillelle 


(Bankers Approved) 


the pencil that writes with ink 
and never needs refilling! 








THE BOSS loves QUILLETTE because it saves office time, cuts never needs sharpening, never grows shorter ideal for 
office costs reduces writing supply inventory! carbon work! Nothing to click or twist! 


QUILLETTE’s full length ink cartridge is locked in wood for 


SECRETARIES and stenographers love QUILLETTE because it’s greater writing comfort! Ink colors of blue, red and green 


| n C (just lik 1). Can't leak, 
$0 light, smooth and easy-going (just like a pencil). Can't lea Write today for sample 
smear or transfer, doesn't need refilling 





CLERKS prefer QUILLETTE for all general writing, because it Single Pen 19c Boxed Dozen $2.28 





RELIANCE PENCIL CORPORATION, Mount Vernon, New York 


Makers of the Famous Templar Duro Lead Pencil 
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hecause each one we added was a “first” 
as far as her particular department was 
coneerned, Our second placem nt, a lew 
months atter the first, was a Negro girl 
added to the clerical staff of our engi- 
neering department. A few months 
later, another girl, capable and well edu 
cated, was placed in one of our manu 
facturing division offices. She was well 
received on the whole, although we did 
have to talk to a few of her co-workers 

vain thei support 

We have continued, ever. since, 

re qualified Negro girls. Allowing for 
the normal comings and goings of 
employees, N eeroes have heen repre 
sented one or more times in just about 
every office department in our company. 
Their presence is now taken for granted, 
although we no longer try to place only 
those who are actually better qualified 
than their white eo-workers. We have 
never had anything like a real crisis 
over our program. The few isolated 
objections which eropped up from tim 


; 


o time were either ignored or handled 
promptly and uneventfully through per 
sonal talks. Beside the Negro men and 
vomen who are working in our shop and 
offices, we have a Negro salesman worl 
ing in a mixed territory. We have had 
two Negro engineers, both of whom 
rv able in their profession, and 
is still with us 

Upgrading has not been a problem, 
nor have we in the personne] depart 
ment often had to push a deserving 
Negro employee to any greater extent 
we would push a white employee 
whom we thought deserved a chance at a 
better job Many have moved up to 
hetter classifications within their de 
partment because of merit A few hav 
served as group leaders over small de 
partmental sections. I know of no case 


where a Negro who could and should 


| ~A el al 


e heer promoted VAS not 

opportunity 
It we le Negroes nd the r true 
basis of abilitv, jomuing 


reat n f | product 
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the 
important 
thing... 


is the positive improvement 
you'll find in your originals 
and copies ... the cleaner, 
sharper, always more legible 
impressions these fine prod- 
ucts produce for you. 


Codo, you see, uses only the 
world’s finest materials 
employs only the most scien- 
tific methods .. . inspects the 
quality CONSTANTLY. 


@ MOREOVER — with each box of 
Codo Super-Treated Carbon Paper 
you receive, at no extra cost, Codo’s 
famous Carbon Gripper — a patented 
device assuring perfect carbon copies 
every time. Order a box TODAY! 





Cd — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 

















Free! witheach Evans 
GATHERING RACK 


Pocky -Kinger g 


: 1ee* 
| SELLS FOR oe 


506 
| Finger-tip Moistener 


For Even Faster 


COLLATING 


3,500 sheets an hour easily gathered by 
one worker without fatigue. Evans Gather- 
ing Racks are GUARANTEED to give 
quicker and more accurate results than any 
other collating aid on the market. 











Racks are aluminum, in vertical or horizon- 
tal models, with 6, 12 or 18 sections. Each 
section holds 500 sheets at inclined angle. 
Non-skid in use, racks collapse for setting 
aside. 


JOGGER, aluminum, fits end of any TU 
(horizontal) Rack. Gathered sets are 
dropped criss-cross into Jogger. As hand 
lifts forward to resume gathering, handle 
is tapped—and sets jog neatly for removal. 
SHOWN: |2-section TU Rack with Jogger. 
Rack is $16.50—Jogger $10.00. (7 other 
Racks from $10.00 to $25.00). 

« TACKY-FINGER is an amazing new product 
—superior to wet sponges, etc Stainless, odor 


less, greaseless eliminates paper-fumbling 
Should be on every desk. Box of 12—$6.00 


See Your Dealer or Write: 


Evans Specialty Co., Inc. 
403 N. Munford St., Richmond 20, Va. 








; 


eonsumer mal 
Kstimates on the 
to the United 
ivli AS thirty billion 
true cost were 
only one quarter of at, it would still 
be more than an atford 
There is no bh print tor integration 
Which can be apphed rigidly within each 
particular industry, but there are some 
general guides which should help make 
Thi lol oe eT everywhere, When wi 
started our own program, we didn’t 
have much outside assistance In the 
course of administering our program, 
we formed contacts with local and na 
tional groups which, in the beginning, 
could have made our task simpler and 
less worrisome if we had gone to them 
for guidance. We have worked particu 
larly closely in recent years with the 
National Urban League, benefiting from 
the step-by-step aid the league gives to 
managements which are torming or ad 


ministering an integration program. 


The first general guide, assuming top 
management is united behind the idea 
of tair employment, is to get profes 
sional advice in setting up and adminis- 
tering a well-defined policy Before 
converting the policy into action, all 
levels of management should unde1 
stand what being done and why, and 


1s 
ust how this will affect then supe! 


isory. function The policy should 
also be outlined frankly to employees 


; 


and, of course, to union officials, if the 
workers are organized Careful selec 
tion and briefing of the first skilled 
Negro employees, and strategically 
planned placements, are essential. Com 
plaints or objections should be handled 
firmly, fairly and consistently by man 
agement members. This makes full un 
derstanding of the program by all su 


pDervisors doubly important 


Asking employees to accept Negro 
co-workers on an equal basis strikes 
deep at some of our most unreasoning 
human emotions Doing the job meght 


is therefore vital The 
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Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 
balance and direct subtraction. Its tape provides permanent 


printed proof of all calculations, for fast, easy auditing. 


The first printing calculator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with 
out requiring the operator to position 
the multiplier; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides without requiring the operator 
to count digits, for positioning; locating 
the decimal point is simple. Double and 
triple zero keys, and new discount key, 
add extra speed. Proven in 7 years of 
use, the Olivetti has a lower cost main- 
tenance contract than any comparable 
machine. 20,000 are in use in the U.S.A., 
sold and serviced by branch offices and 
hy 450 dealers, located in all 46 states. 
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Olivetti Corporation of America 
Dept. EL, 580 Fifth Avenue 
New York 36, N.Y 


Gentlemen: I'd like to know more 
about your Printing Calculator, that 
makes figure-work quick, easy and 


automatic. Without obligating me in 
any way, please let me have this in 


formation as soon 4s possible 
Name 
Pith 


( OmMpany 





street 


City State 





SAVE WITHOUT WORRY 
: FIND INA HURRY : 


Offset Plates and Negatives 
Stencils and X-rays 

USE ATLAS VERTICAL 

FILING SYSTEMS 


ATLAS DELUXE MODELS 
A Deluxe 13" wide 
B Deluxe 15" wide 
C Deluxe 22" wide 













Deluxe Mode! for 300 
to 500 plates nega 
tives stencils x-rays 
et 


(A) DeLuxe  [illus- 
trated) 137 
wide 25'/2" 
high, 26' deep. 
Files 11'/2" 
hangers 


(B) DeLuxe 15°’ 
wide, 25'/"' 
high, 26" deep. 
Files 14” wide 
hangers 


(C) Deluxe 24" wide, 25!/." high, 26" deep 
Files 22'' wide hangers 


Write for catalog illustrating the many other 
Atlas models. 


ATLAS HANGERS 
A TYPE FOR EVERY NEED 


Choose the hangers best for 
your requirements 

DNP (illustrated ) Nega 
Plate Envelope Hanger 
for offset plate and nega- 
tive 

SH for serrated edge offset 
plates 

PSC for offset plates, nega- 
tives, stencils etc 

DSH for standard stencils 

DGR for foreign heading § stencils 

GIH for group and specialty filing 

ONLY ATLAS MANUFACTURES A - Oe Ht 

LINE OF PATENTED HANGERS IN 11! 14"° 

— 22°’ WIDTHS 








ATLAS STENCIL FILES CORP. 


16716 Westfield Avenue, Cleveland 10, Ohic 
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enides I have outlined are not much dif 
ferent from the accepted techniques of 
policy planning and communications in 
any phase of industrial relations work. 
If these techniques are proven ways ot 
establishing understanding attitudes and 
team feeling among working groups, 
they are no less sound when used to 
prepare the way for the assimilation of 
Nevroes. 

It is very important that manage 
ment should tackle this problem of fan 
employment with the same creative tore 
sight and energy it has always applied 
to furthering our country’s material 


and = technological 
businesses, like our political system, 
stand for something pretty vital to us 


freedom to build and shape our own 


advancement. Our 


lives into what we want them to be. 
Free enterprise is a prime expression 
ot our personal freedom It is no acel 
dent that our enemies so often direct 
their attacks against free enterprise in 
their battle to destroy our total freedom. 
The equality and free choice, which we 
are so proud of, is a responsibility, as 


well as a God-given gift. We cannot 
enjoy its rewards without fulfilling the 
responsibility This is something” we 


must do together, individually and in 
our group ellorts Resin if we lose our 


freedom, we lose it together krom a 
fal, hefore the Urban League of Sf, 
Louis 











“Yes, we supply file clerks. Do you have 
four, five or six drawer files?” 
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“Oh no, 


—not again 


**Well—!!1XX ?°, $4! 1 stick 
around half the night to get these 
estimates finished and mailed...and 
now look! Just a few torn stamps. 
Why does it always happen to me?” 
@ It needn’t! Now, even the smallest 
branch office can do away with licking, 
sticking and guarding stamps. . . with 
postage always available! How? With 
the DM, little desk model postage meter 
@ It prints postage, any amount needed 
for any kind of mail, right on the 
envelope... with your own small ad, if 
you like. ..and a dated postmark that 


PITNEY-BOWES 


oe 
7 Meter 


Offices in 94 cities 
in U.S. and Canada 
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makes less work in the postoffice, helps 
your mail get away faster. Supplies 
parcel postage on special tape. Has a 
moistener for sealing envelopes. 

@ The DM can be set for as much 
postage as you need to buy protects 
it from loss, or spoilage, and 
automatically accounts for it 

@ Other models, hand and electri 

for larger firms. Ask the nearest PB office 
for a demonstration. Or send the coupon 


for tree illustrated booklet 


FREE! Handy chart of Postal Rate 


with pare el po { map and zone finder 


3424 PA ) 
Please send free DM hooklet 


Name 








INVINCIBLE: 


concealed 
safe units 





The right combination 
for maximum protection 


fake your pick . . . handsome Modernaire desk or efficient 
fnvincible file. Equipped with a concealed safe unit, each 
is the perfect place to keep valuable papers, confidential 
records, narcotics, dangerous drugs and other valuables 
from prying eyes and fingers. Gives you convenient, fingertip 
safety PLUS famous Invincible styling. 


Set the pace for better business living 


INVINCIBLE 


MANITOWOC, WISCONSIN 






























The Invincible Con- 
cealed Safe Unit 
is available in 
either desk-high, 
counter-high or 
stondord four- 
drower filing cab- 
inets. Choice of 
letter or legal 
size with or with- 
out general lock 
for file drawers. 


METAL FURNITURE COMPANY 


In Canada: A. R. Davey Company Limited, Factory Representative 
175 Bedford Road, Toronto 5, Canada 
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THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


From $3450 
7 $660 


FEATURES: 


@ 3° diameter casters 
prevent tip overs 


Oe me lt 


@ Solid steel frame 
construction 


@ Simple elevating device 


@ Plenty of leg room 





@ 5-ply drop leaf 


ADJUSTABLE 
BALL FOOT 
Permits adjust- 
ment to very 
uneven floors. 
GENERAL SPECIFICATIONS Always rigid. 
Frame 24!/," wide, I7!/," deep. 


Simple, positive elevating action. 


Constructed of |"" steel tubing. 25!/," Wrtte OLLI, for Yew 


between casters. Top 1/8" x 18", 


drop leaf 16" x 1&' 3” diameter 
casters. 2 rubber feet, 2 ball feet. Folder and Dealer Plan 


TUBULAR SPECIALTY MFG. CO. 


1940 STANLEY AVE. DETROIT 8, MICHIGAN 
DISTRIBUTOR — SOUTHEASTERN STATES 






RICHARD PICKERING COMPANY 


348 PEACHTREE ST. N.E.. ATLANTA, GA. 





Sa 


systems machines » spirit duplicators 





Model AV systems 
machine illustrated. 


‘\UNIVERSAL’’ SYSTEMS MACHINES: 


World’s only systems machines that give you the magic of pushbutton changes 
through selection, elimination, condensation, or shifting of lines, columns 
or headings. All from only one master, without masks, blockouts, strip 
masters or shingled forms 


SPIRIT DUPLICATORS 


1955 models by the originators of the spirit process. All Ormig duplicators 
feature rugged construction, simple and foolproof clamping device, and 
direct wick moistening. Availabie in sizes from 9” x 14” to 14” x 17”—hand 
or motor driven 


Write to... a DEALERS NOTE 
The Ormig hand-operated duplicators are available to all qualified business ma 
~ a | chine dealers on a non-exclusive basis. The famous Ormig systems machines are 
Sole distributors e causes, CS GAY Gseugs cesetumy selected dealers fn ensiusive tepritertes 


in the U.S. A. as , sania atta : oon 





Dept. 03,105 Chambers St., New York 7, N. Y. 


photocopying & systems machines 
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RICHARD PICKERING COMPANY 


348 PEACHTREE ST. N.E., ATLANTA, GA. 










Spee-D-Ada says: IT'S QUICKER... CLEANER... 
‘EASIER TO ADDRESS 
MULTIPLE MAILINGS WITH 
DENNISON Carbon Set 
ADDRESSING LABELS * 


‘QUICKER . . . Insert Dennison 
Carbon Set Addressing Labels in your 
typewriter and you're ready to type 
4 sets of labels at once. No collating 

the carbons are in place. No slip- 
ping sheets stay lined up till you 
snap them apart. 


CLEANER... You [~~] 


never have to touch eg 
the carbon. It’s in 4 
every set snap 

away easily when THEY SNAP APART 
you are done. 

~ 

EASIER ... Additional Dennison 
features save you time and trouble: 
Sheets are numbered for identifica- 
tion; sets consecutively numbered 




















Order your supply of Dennison 
CARBON SET Addressing Label 
(No. 4724) from your stationer. 


FOR FREE SAMPLES 


write 


Dennison Manufacturing Company 


Framingham, Mass. 


*Four sheets of perforated label paper — factory ated wit 


114 


for records. Labels are accurately 
paced. There are 33 standard labels 
to a sheet; 132 to a set. Extra space 
at bottom makes last labels easy to 
type. Clean-cut Dennison couponing. 


And the y're bac ked 
with Dennison 
Stick-Tight Gumming 


i 


ABELS 
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Ce lll: 






NOW with Self- 


Adjusting Poper Feed 44 
—Keeps tope aligned 
ot all times! 


doaspissilas td aphesicsikeamas te 


Ghee aaa ie Aa CAA nr 


and here’s why: Sensational! That's the only word to describe the all- 
new REGNA Adding Machine! Streamlined as the 


newest cars ... so low in cost it's a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 


@ models with or without direct 
subtraction available 

@ revolutionary yeors-chead styling 

@ Swedish steel assembly . . . 
Swiss precision counters 


. ancy sce a develop an adding machine of such supreme quality 

. si r b Iti! y at such a remarkably low price. It will take your 
Cees tar sured, ey. customers only minutes to realize that the new 
sub-total and total printed REGNA is their “best adding machine buy’’! 

@ correction key clears entire keyboord 

@ fifetime handle construction ee Ra “REGNA CASH REGISTERS, INC. 

@ scientifically designed moulded keys 175 Fifth Avenue 

@ trouble-free performance . .. l New York 10, N. Y. 





minimum maintenance | Gentlemen | 

~~. Please send more informotion on the new Regna Adding Machine ond oviline 
<8 CANADA: Regno Cosh Registers of Canede | o¢vontoges of becoming o Regna Dealer 1 
lid., 704 Notre Dame St. W., Montreal, Que, ond : | ett | 






Business Equipment Machines, 469-8 King St. W., 
Teropte, Ont. 


Address - 


Jorgen tenor | 
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w Product 


LETTERHEAD PAPER STENCIL DUPLICATOR 





Byron Weston Co., Dept. OF, Daltor \ B. Dick Co., Dept. 0-355, 570 
Max mnounces stinet e new me | \ve., (7 ago $l, Ill.. makes the 
of rag ontent etterhesad paper m thie Mods 152, an momyv-priced, hand-oper 
opular priced 209% rag content grade te eograph with many deluxe fea 
ture It hes an automatic-inking en 





{ , ts rs f «¢ ntior ippe 
, Dlue, green at orn Althouy! \r nr recovers Syste akes frequent 
Weston’s Har Weave is made pr i! re-inking during ne runs unnecessary 
jist t ‘ tT! ! t — i \l t r «auy if uy s ss piitie ne 
1 f te piece which se nh p is can be used at one 
fl 1 ! ithentic | ide ati ospher ! on this machine The black inked 
(va le ! zes 17 ya ind 22 i s covered wit! sneet OF pion 
} I reul il 4 hur elopes t 1 ( se I pad Car then be 
ect ! ‘ ree Col trat I il aul itie a il ¥ | Tee 
! i Tyle \\ té ity es yo 1 mn ee ire ~ Ihe 
( I ! eb KO Li i rie Vill Tee re Of paper 
| er i ple sheet eruting ntr s I earl dent 


116 Pik Orvis Vareh. 1955 








Tue Orvrrice— Mareh, 1955 115 


ne rie oper ng strouet “ + e< the f ) t; 
are printed on permanentiv-attached reheating is pleted | Air Therma 
etal decals. This does away with the <turters n one ontinuous int 
eed tor nstruetior oks wh h yften ‘ vithis +} ; 7 ‘ ¢ 4} 
ire ol | ict 


PHOTOCOPIER 
\ddo Machine Co., Dept. O, 145 West 
7th St., New York 19. N. } listributes 





the Lu ACOPp Petita 14. a eontinuous 
tv pe photocopying machine manufac 
tured in Western Germany. Chis 
chine combines handsome design wit 
efficiency and simplicity of operation 
i ! inuta turer La }) ist the 
fu hou f set bs anufacturet 
a} h ' t imp replacement costs 
timost ! } t (‘or plete nfor tion 
tron if ress 
WINDOW AIR CONDITIONERS 
hy oid re, Davton 1 Ohio. annour 
T 4 tT ‘ T 1 I T ‘ 
Timing is controlled by pushbuttons and a ed to meet all window requirement 
thers S a reverse movement Ke Lor c 
feed correction. Like all dry process 


photocopiers, the Luxacopy ean be oper 


ated in a lighted room and produces 
true, dary copies black on white ba 
yround in 40 seconds, Complete infor 
mation from above address 


FLUORESCENT STARTERS 


Verd-A-Ray Corp., 615 Front St., 1 





ledo, Ohio, makes Air Thermal tft po 
starters which ire elair 1 to stop the 
loss of the full hour-life of fluorescent 
imp It is est ated hat a p's 
T¢ S reduced 4s uc} i 1% i) 
sturter f re Under grouy replace 
I Is Atti} SS ‘ er gvreate! 
I ps re rep ced her ) 
! ir eXCrt 2% sus nl the 
‘ ! wuips on ti ( t ar paire 
a) Starter failure ] imps on the i ane if rr Tul t ‘ There i! 
Circuit ma still have half their or yina four models ! two series, Super an 
rated hour-life ivallable Verd-A Ra Dy 1xe Wir Super odeis are offered 
claims Air Thermal starters w prevent n l and 1/2 hp. capacities ar ean be 
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nstalled in either easement or double POSTING TRAY 
hung windows The “a! ace 1 fit Nat -_ Blank Book Co.. Holyoke 


asement wind pening only 14% Mass “| the National Portable 
ile t 10% vy King ‘ ent Posting ‘ ‘ ler natuallations. 
instaliat ’ tre el pie I} De H 1 4 er rol lown to act as @ 

e series consists of ¥% and 1 hy ome whan the tre n use. \ V-open 
models that feature two separate cooling ng is formed for easy posting. When 


a dgnaggaamertlliogs oderately warm days on closed, entire unit can be easily filed or 
one aymes : 7 or See OF really hot stored ni a ault. (ot Aluminum con 
lays, both combine to keep temperature struction n ray hammertown finish 
nd humidity at a omfortable le 

This od i! eTreo ng and cost 

overcooling More et than r 

ious model or the same Capacity, the 

Deluxe twin powers inits are ont f 


high. All units bear the same family re 


semblance in color and styling. Air dis 
tribution > controlled by adjustable 
grilles at the front Outside air may te 


brought into the root through the unit. 
Simple controls are concealed behind 


flip-open panel below the air delivers 


vrille All units can be nstalled wu 

vindow flush with drapes or blinds, of 
n a arinble balanced mounting pos 
tion Illustrate literature from at ‘ 





wit contrasting red base, tray is 

FLOOR SAFETY a day es . 
equipped with tumbler lock and key. 
Walter G. Legge (0., 101 Park Ave., M: 


mo 


‘ n three stvles for 6” x 10”, 64," 


New York 17, N. Y., offers a free 16-page 10”. 7” x 11” and 81%” x 11” sheets. 


illustrated booklet, ‘‘ Mr. Higby and the The 3” filing capacity takes 300 Sub. 32 
Gremlin,’’ which deseribes the dangers edger sheets. Overall size closed is 10” 
de, 12% high, 4% deep; open, 10” 
e, 11%” high, 14 leep. Each style 
aa, ts at $24.75. [Illustrated literature 

from above address 


PRINTING EQUIPMENT 
Harris-Seybold Co., 4510 East 71st St., 
Cleveland 5, Ohio, offers a colorful eight 
page ‘Directory of Equipment for the 


Grraphu Arts ndustry’’ with full-color 





photographs depicting many kinds of 

printe material and photon icrographs 

of offset. letterpress and gravure color 

process printing, ! ynified to 100 diame 

at slippery floors and tells how to pre ters In addition, the complete lines of 
vent accidents and improve your safety Harris offset presses, Sev bold power pa 
record while eliminating wasteful main per cutters, Cottrell roll-fed gravure 
tenance practices Write nbove address yresses, ro fed agazine presses, sheet 
for a free eopy fed rowary etterpresse and numerous 
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ther items of equipment and supplies PHOTOCOPIER 
available fro Harris-Seybold and its Copease Cory Box 0-! 7) Park Ave 
pabeiciaries ate Usted and Ulustrated. A wow York 17, N. Y., now equip Copeas 
oO} ean be had from above address Dupl Phot Machines with a Lite 
PAPER GUIDE Visor which permits making photocopies 
under anv lighting con tions In add 
L L.. Brown Paper Co., Adams, Mass., tion i d {T« - nt roller trans! I SVste 
have published “4 booklet, ‘*How to Get ‘ a, . § 
Grreater Service and Value fron Your ieee “— nes Mle aw a 
Records and Letters.’’ This is a con 
‘ easv-reading and Tully llustrated 
ination of the wi Ss Al where 
fore’s of different tvpes of pape re 
mie rule to selecting the righ paper 
! records an correspondence It gives 
DASE facts neal ¢ ir photomicrograpt 
to show tl natural and il le { 
ference between rag-content papers and 
fluor ent hting \ slide-out panel 
gives full vy of machine’s operation 
without unger of overexposure The 
Ll. te-\ LSOT 5 aval lable tor installation 
on Lopeast ichines now in use The 
new transport svstem has springy u 
pended Piexiglas rollers instead of the 
pr ous filter and felt drums The new 
er enable production na tow 3 ¢ 
nods of elear lega acceptable, fade 
proof ‘ ‘ if 4 papers neluding 
wood papers. It tells how to detect the engtl wide ts tapled papel RG 
ifferent properties in papers It it shing! wes the 1 SFAREPOre Te 
‘ UCTS ,! phic Ally iustrated lata to alien peta! cone ting : : 
prove that those papers whicl ire best 
hr Gs gh A rg gina RIBBON GUIDE 
with only negligible increase in tota Remington Rand Ine., 315 Fourth Ave 
nxecounting ind = correspor nes costs New Yo lO, N. Y offer i O-pa 
There is a supplementar ise-guide whiel ket ector t d in the eleetior 
reflects 10 years of spec “A expel! of the proper ribbons for typewriters 
ence in making receord an rrespor iders ! alt itors, tal ting ma 
ence papers for pre-determine i! defi chines, Telet i! sidressing achine 
nite use requirements A copy of this for sper Ds Phe ferences in Lh 
informative and authoritative booklet 8 nvion at otton ribbon are f fl 
free from above address ere it estion I n ‘ for it 
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od, at ceptable for 


the booklet explains the buying of office s railroad carton pacl 
machine ribbons and gives the advalr parce I af shipment, weighs oo Ibs. 
tages of silk, nylon nd eotton fabric Lists at $12.49 Literature from above 
ribbons for pecili 0 \ spe il JI dy 


sert sheet aeives into tne proper sele 


tion 


and performances of carbon paper CALCULATOR 
es i 6 “ial ¢ nine fat, . ¢ 
ribbons and special formula fabric rib Marchant Calculators. Inc., Oakland 8, 
bons for photographic processes and off , 
‘ons _ I os Pp : i _ , ('9 a makes the Marchant Retail Mpe 
4e@ } tions Co ao the folds . 
et reproduction ple of e folder Caleulator for high speed figurework 
TT . a ep 901 .« -oP 906 
and insert heet, RSR-29! and RSR-296, production at the rate of 1000 dial 
are available from above address. f 1 al ms 
ints per minuté This all-electric, au 
t at ode was de eloped especially 
TYPEWRITER TABLE lor the petal] eld‘s hich peensebe Gout 
1 noe i ‘ or ting ond ( S if 4 
Modern Steelecraft. Ine., Dept. O35, 930 g nd iceoul vg eonditions, laily 
r lead s and mounting figurework costs. 


Fifth Ave., New York 1, N. Y., make 
the Regency Typewriter Table with extr 
large knee space It has two storage 
pockets inside its right and left pane 


a deep pocket at right for stationery an 


an envelope pocket at left. \ center 
drawer holds steno books, carbons, rity 
bons, pt ncils, ete, Sin ple operat ng 


snap-lock brackets provide rigid support 
J - PI 





uracy controls make 


Its speed and ac 
| ble mportant time and payroll Si 
ings. \ feature of major value to re 


srs is Marchant’s automatic simul 
taneous push-button multiplication. The 
Retail Special multiplies quantity by 
price, producing the individual total o1 


the accumulated total during actual en 





here is no waiting 


$ try of the price. 1 
For example, in taking inventory the 


for heavy objects resting on the droy yf items and unit price, and the 
leaves. Easy rolling casters allow finger extension, flash immediately into view 
tip movability of the table which is built n the three sets of dials. At the instant 
of top grade furniture steel electrically the last quantity and price are entered, 


welded throughout Top is 16” x 20"; the total value of merchandise in a see 
16” x 40” with two leaves open Fixed tion or department appears automatically 
center shelf provides storage space for n the middle dials. This accumulated 


dictionary, telephone books and reference total cannot be removed by accident, as 


texts Finished in attractive gray the adie dial has a positive lock which 
green or walnut 350° baked-on enamel ocks in the total until the operator is 


which will not crack or peel. Each table ready to clear it and proceed with addi 
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tional caleu at ng. 4 store figurework 


out at high 


lition to n ultiplying, machine performs 


can be turned 
and subtract 
other Ma 


addition ym, all 
ally. Like all 
ealculators, this 


kind of 
making the 


division,  ¢ 
automatic rchant 


automatic devel 


ops the answer in caleulat 
the 


entries with the answer appearing in the 


ui ny 
while 


Ing 
A 


operator 18 


dials the instant the last key is tapped. 


ENVELOPES 


Columbia Envelope Co., 2013 N. Haw 


thorne St., Melrose Park, Ill., is making 
two new envelopes under the deser Dp 
tive names, Ribtone and Gatortone, tea 


turing stripes and alligator skin designs 


respectively, reproduced through a con 
Dination of embossing nd tinting he 
result is a raised eolor i¢ rn ' whits 


Printed matter on the enve lopes 


solid and takes on a 


paper. 
is inked 


mensional, highly attractive appearance. 


three di 





combination of touch and eye ap 


This 


peals increases attention value in direct 
mail advertising. The envelopes are con 
structed on the Aristocrat style witl 





vertical side seams which permit printing 





over entire back without seam interfer 
ence, have a more dignified appearance 
ind more easily handled on automati: 
inserting and sealing machines. Specia 
sizes and colors can be used without 
premium costs. Huge quantity orders 
are unnecessary for special colors. This 
design was first introduced into the en 


velope trade by Columbia and is avail 


able in all color combinations and in 
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} h tandar nd specia e17e8 n 
shapes Free sal ples ind further ntor 
if n fror above iddress 


ELECTRONIC FILE 

nies Corp. of America, 10 Potter 
Mass., makes the Type 
perpetual 


Kleetre 
St., Cambridge 42, 
C Magnefile which 
record withdrawals 
use of cards, tape or other 


will keep 


nventory, and sales, 
the 

external media. 

fast turnover 


petual inventory records on a day-to-day 


without 
Designed for use where 
per 


necessitates accurate, 


maintains in its 


or hour-to-hour basis, it 





ory complete inventory in 


tormat on on 10,000 Lifts rent items, It 
can re i f tag remove Irom an 
te ust yld ¢ pletely identifying the 
tem, figure the total price for the quan 
tity the cust r purchased, add Federal 
nd local t ind automatica type 4a 
CO plete srle p bearing a | rtinent 
infor tior It also « pute ind re 
ember the ber Of items remaining 
n stoch Liter iptractis thi sale, the 
saies cier} liar Lif ume and the 
tems whicl t be reordered It can 
print infor tion at the er of the day 
( ering the entire inventor of a se 
lected list of active items In addition 


to inventory ¢ ntrol, Magne Hie perforn s 


a number of other functions such a 


oadags, ! 


aking 
recoras, Heavy 


sitting or standing 


s add beauty to 
unctional group 

wn is Tab Speeds 

ile ) 35-L. information about 

his and a complete line of general office 

CARD FILE , write for new, illustrated 
Products 57 Post alos your tabulating de 
: new illustrated 


ibes the I 


eon 


vy his deser 
removable fron 


{ ating tub files, stor 
aways, awer files, mtrol panel cab 

Ww th wobble of ) “4 I I ) ’ a 

yptionally PYneeds 


_ inch desks, trucks, 
compressor 


accessories 


POSTURE CHAIR 
Milwaukee Metal Furniture Co 


Campbell Ave., Chicago 12, II1., 
M-S20 Junior Executive 
ar It hes 


i 


10] 
makes 
Posture 
iS 4a virtually 
ame and 


air without 
lestructible 


base 
stainiess 


I 
scuff plates. 


Seat 
has superior construction, using 


allabl 


posting 
with and 
aust cove! 
y casters 
one standar 
users have 
erting 


fror 


ndividual user 
tort Illustrated 
ing chairs 


and 


ate } 
ibove address. 
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e achine 
vather sheets fron 


19”. Designed for 


naintenance, machine will g: 


glue 4000 five part sete 20 000 


an hour. It can run a double see 


as two sheets and two earbons 17 


four of its stations plus a thre: 


set at the fifth station, and deliver 

1000 sets of this 19-part form (10 sheets 
9 carbons or 76,000 pieces) per 

‘pen lently 


nodate a 


station has a 





1] stop machine 
louble pick up, nn 


offending station. 


an hour. 


MACHINE TIMER 


mer Corp., 65 


NY axpois 
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lescent or fluorescent light 
isly offered. After 
laboratory testing, the paper 


whiter much longer after 


I 


per 15 min., 1” per hour. Tamperproof 
and easy to install; priced at $55. De ap 


scriptive literature from above address. thorough 


proved to stay 

BOOKKEEPING MACHINE LAMP processing than other comparable papers. 
Emeralite Co.. 4 Warren St., New Sharper copy, higher ear eaniieg om 
York 7, N. Y., makes the No. 5271 lamp  baustion of developer, along with its 
; _ ght-resistant qualities, will increase effi 


especially ise with bookkeeping ma ‘ 
atieg ciency and speed photocopying in much 


chines. The vertical standards are . 
ghter areas and in fluorescent lighted 


tioned off the center of the DI 
es. Descriptive literature about this 


B¢ n Nt \ 
4 id i 4 
paper g free trom apnove address. 


HEAVY MACHINE STANDS 
Cramer Posture Chair Co., 1205 Char 
Kanse ( 6, Mo., makes the 
strength-engineered 
provide the 
to the trou 
complex 
in several 
are clean 
to comple 


may bye 














Lamp is sturdily built to eliminate vibra 
tion when used with electric machines. 
Shade can be adjusted from 40” to 60” 
in height to provide a good spread of 
light on the machine and the work being 
processed. Available with either Daylit: 
incandescent or fluorescent bulbs. Illus . ;' ; 1 
, finishes ‘r in any color de- 
trated literature showing this, and many . red. Special features safeguard expen 
other types of office lamps, is free from Mn : : . , 
le : sive machines and provide convenient 
the above address. space and comfortable height for efficient 
operation. All models have multi-pur 


PHOTOCOPY PAPER pose tops of %” | 
American Photocopy Equipment Co., and r ordered with 9” or 12’ 
1920 W. Peterson Ave., Chicago 26, I matching leaves held firmly by a positive 


paper af lock eannot be accidentally 


lywood, smooth edged, 


announces an A peco photocopy 


which is 500% more resistant to pre-fog welded top members 
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The B D C mimeograph uses a thin film of heavy paste ink that 
does not and cannot leak. Yet perfect ink distribution is assured 
over the entire printing area by the same kind of oscillating ink 
roller used on a printing press. Copies are so sharp, clean and 
evenly inked they are often described as printing press quality. 
Because the ink can’t leak the B D C is always clean—but better 
yet, so is the user! You’ll want the whole story on the B D C 
mimeograph—how it operates without a drum, without a messy 
ink pad, gives you a 3 minute color change, raises or lowers copy 
with a knob. Write for complete information. Bohn Duplicator 
Corporation, 444 Fourth Avenue, New York 16, New York. 


REX-ROTARY 
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A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


The new Line Find Statement 
is a method of making this 
popular statement by litho- 
graphing, perforating, and at- 
taching carbon in one continu- 
ous Operation in sizes not over 
Po a , 

81,” wide and 141,” long. 

In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
all types of carbon-interleaved 
forms. We have no salesmen or 
sules offices, and we do not sell 
direct. Sold only through distrib- 


utors and printers who should 
write on their letterhead for the 
new 1955 simplified 24-page 


priced catalog, “At Your Service.” 


We also manufacture forms 
on N.C.R. paper. 


MODERN 


BUSINESS FORMS MFG. CO. 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 
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on upper sides and back afford stability | 


sensitive electronic 


sq.-tube steel legs are rigidly | 
} 


for 
Strong 1” 


even machines. | 


braced for completely stationary oper . 
ation and fitted with Cramer safety H 
domes, the full-cirele foot construction 
which grips the floor securely yet re | 


instantly by single lever action 


when desired, for smooth and silent roll 


leases 


ing on retracteble ball bearing casters. 
Self-levelers assure solid floor-gripping 
on uneven floors. Guardian stands with 
20” x 17” tops (plus leaves as desired 
are available in standard 26” height for 
electric typewriters, ete., and in 35” 
height for machines used by standing 4 
operators Two models with 24” x 20” 


tops mav be ordered in either 26” or 
29” height, the latter a practical machine 
stand which also serves as extra table 


Con plete information from above 


space, 


address 


PHOTOCOPIER 
F. G. Old Savbrook, 
Conn., announces an improved, portable 
flexible Photo 
which copying of 


Ludwig, Ine., 


and Contoura-Constat 


copier permits easy 
tight 


permanently mounted on walls. 


material bound into volumes or 


The low 
cost, two-part photocopier, which obtains 


‘lear, error-free copies from flat material 





from hard-to-reach 


as well as 


matter, 
owes its versatility to an inflatable plas 
tie cushion. By inflating the cushion to 


the desired 





roundness, the copier is made 


the 
pro 


eontours of 


to compensate tor the 


niaterial to be copied Copies are 


luced in about 40 seconds and no special 
rkroom facilities are required Th 


( ntourna- nstat S AVALIADL n two 
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bi No. 500 No. 550 No. 501 No. 530 

i 
Credenzo 

Senior Executive Desk Senior Executive Desk Senior Executive Table icomponion model no. 510 
No. 503 
ncomparable 
TH & JPER ATIVE 





Senior Executive Bookcase 


SENIOR EXECUTIVE SERIES 


No. 505 





Senior Executive 
Conference Desk 


companion model no 515 


No. 514 





Senior Executive 
Secretarial Desk 


the eacclusive line of, 
Office pmltwce No. 555 


~, 
EXECUTIVE) a i 
eter PX ECUTIVE 


witwrts eee — 
tans 


@ beautiful @ functional 


@ modern @ complete 





Senior Executive 


Conference Table 


FURNITURE CO. 





No. 577 


Closed Bookcase 





No. 575 
Corner Unit 





Write for the new Executive Furniture Catalog 
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HER JOB’S 
A JOY - 


HER ADDING 
MACHINE’S 
A CLARY! 


To see how beautiful new 
office equipment pleases 
that girl of yours, just give 
her a new Clary—sheer 
joy! Watch her morale 
and work output go ’way 
up...as Clary’s powerized 
controls always keep 
ahead of her flying fingers. 





Easy multiplication— 

fast division without 
reciprocals—subtraction 
and credit balances 
printed in red. Yours alone 
with our new 10-Key or 
Full Key. We've solved the 
adding machine problems 
of over 150,000 U.S. firms. 
We can solve yours. 


















For a revealing demonstration, 
just phone the Clary dealer 

or Factory Branch Office listed 
in your yellow pages. 


Clary Multiplier 
Corporation 
San Gabriel, Calif. 


CREATOR OF MODERN COMPUTING MACHINES 
AND CASH REGISIERS f OR AMERICA AND THE WORLD 
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rial through the dry-process de\ eloping 
unit, the Constat. Complete information 
from above address, 
STENCIL DUPLICATORS 
Elmer Brewer, 40 East 23rd St., New 


York 10, N. Y., announces the Sada line 
of stencil duplicators, made for 









~ 


sizes, 8144” x 14” and 8” x 10”. The 
cushion is inflated by a hand pump. For 
copying flat material, the cushion is 


only slightly inflated. For reproducing 

curved materials, such as the pages of years by Soc. p. Az. Duplicatori e Affini 
books, the cushion is inflated to a greater in Milan, Italy. Low priced Models 13 
degree. After a negative made with the and 14 have automatic elevator feed 
Contoura, it is simple to run the mate tray which takes 500 sheets at a time: 


NEW - FASTER - 
EASIER » Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cords into '/,” strips—in seconds. Machine is a 
typewriter-size, portable desk model with full !/. HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 









INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . SALEM, OHIO 
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Model 14 is electric: Model 13, manual. TABLE LECTERN 


Machines allow quick, clean detachment Ke Mor Lectern Co., 1283 N. Main 
of stencil, silk sereen and oscillating ink St.. Rockford, Lil, 1 akes the Model 102 
roller. Impression roller is made to Table Model Lectern for speakers. This 
hold its shape. Text ean be shifted ver is suitable for use on a table at ban 


tically up to 24%4”. Feed tray folds when 
not in use and clean operation is as 
sured by use of paste inks. Deflector 
plates are adjustable for paper ejection, 
Machines have reset counter and are 
enclosed so that gears are dustproofed. 
Motor is self-contained in base. Satin 
gray finish. The Sada All-Automatie 
Model 2000 has an automatic paper ele 
vator feed which takes 1000 sheets at a 
time. It provides pinpoint register, has 
a self-contained motor and transformer, 
automatic shut-off counter, and. all auto 


atic inking with metered control for 





paste or fluid inks which come in con 


tainers that screw into the duplicator 


like a light bulb. Exelusive distribvtors quets. sales meetings, etc. It is made of 
being appointed for U. 8S. and Canada. fine st grained hardwood finished in wal 
Write above address for full informa nut. Equipped with a shaded lamp to 
tion illuminate speaker’s notes which are 





Engineered For 
Peak Performance 


SIMPLEX 
Peerless SENIOR 


The Big Brother of the pop- 
ular Peerless Jr. Designed 
for greater capacity at mini- 
mum cost. Versatility prov- 
en in its use for drying 
photocopy, blueprint and 
photographic papers. Backed 
by 38 years of manufacturing 
experience in building the 
finest in photoprint dryers. 
@ Dry prints up to 18 x 24 inches 
on 20 inch width belt. 


@ GREATER CAPACITY — Aver- 
age of 130 82 x 11 prints per 
hour 





. LOW COST OPERATION _ ~& THERMOSTATIC HEAT CONTROL—Maintains uniform 
draws only 12 amperes. No special temperatures for proper drying 
wiring required @ Rugged Construction — assures long trouble-free operation 


SIMPLEX SPECIALTY CO. 116 West 14th St., N. Y. 11, N. Y. 
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; t Lakes 2 
Lot of Copy Cats’ 


TO DO THE WORK 
OF COPYFLEX! 














You've got them in your company—valuable personnel who are 


forced by paperwork to become “copy cats Every day, in one 





case after another, they manually copy the same original infor 
atic one depart ital fo o anotl het ti . 
mation from one departmental form to another. Their work i All-purpose, compact desk top Model 100 Copy 
costly, slow, often inaccurate flex. Produces up to 300 copies of different 549850 
The new Copyflex Model 100 takes the place of “copy cats.”’ originals hourly, 11 inches wide by any length * 
~ 


asic information is written only once-—departmental copies are See - a 


mechanically reproduced from the original “action” paper. Copyflex Find how Copyflex can simplify 


- y ave ss “1 s ipl yt > g win ( mn” 
one-writing systems speed and simplify purchasing, production and speed the following paperwork: 
shipping, invoicing, accounting and a host of other operations 





. Purchase Requisitions Payro 
They free personnel for other umportant work, give you tighter Receiving Report Shipping Notices 
control of operations, save thousands of dollars invoices 
Tox Returns 
( opy flex machines are quiet, clean, odorless. They require only “ os Analysis 
Accounting Reports inventory Controls 


an electrical connection, can be operated by anyone. Mail 





coupon today! 


Amazing New ee 








\ Charles Bruning Compeny, inc., Dept. 1005 
4700 Montrose Ave., Chicege 41, Iilinois ! 
| Please send me information on the Copyflex process | 
} and new Model 100 machine j 
,; \ Nome Tithe | 
Copies onything typed, written () " 4 / Ceompony ! 
printed, or drown on ordinary - ! 
transiveent paper — in seconds 1 Address j 
| City County Stote { 
Specialists in Copying Since 1897 | il 
|e ee es ss ee ee 


CHARLES BRUNING COMPANY, INCORPORATED © 4700 MONTROSE AVENUE © CHICAGO 41, ILLINOIS 
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held at a convenient reading angle. Lec 
tern is 19” high, 21%4” wide and 21’ 
deep. Literature, showing this and floor 
model lecterns, free from above ad 
dress 


OFFSET PLATE 
Ozalid Div 
iln ( Oorp., 


Aniline & 


175 Ozaway, Johnson City, 


ision of General 


Pp 
N 


facilities 


. Y. announces that new manufacturing 
permit volume production and 


price reductions of positive-working Oza 


This is an executive — 
fussing with 

details a clerk 

should be handling! 


How many extra hours do your 
department heads spend searching 
for the many tiny details that 
make up the all important picture | 
of a departments overall operation. 





I'm interested in Produc-Trol for 


Name 
Title 
Compeny 
Address 
City 


Zone State 


The answer to this problem — as 
thousands of others have found — is 


lith paper offset plates. Con pletion of a 


building and equipment to sensitize the 
Ozalid to pass a 2094, 


kiffective March - 
paper plates are offered for 


plates enables 


avings to customers. 
10” x 16” 
22¢ each; other sizes are proportionately 
priced. Plates are available for all popu- 
lar, small offset duplicators. Ozalith pa 
from 
from 


per plates can be made directly 


translucent originals. Users go 


translucent original to running press in 


as little as 90 seconds. 



















PRODUC-TROL 


Produc-Trol is a visual control system that gives you 
facts, automatically compared and analyzed, at a single 
glance. Whether it's Order Control, Inventory, Parts 


Available for Assembly, Sales Statistics, or 
one of the other many and varied applica- 
tions, Produc-Trol eliminates the time-waste 
and inaccuracies that hamper executive de- 
cisions. Send the coupon today — let us 
show you how Produc-Trol can save time 
and money — and increase efficiency in your 
entire operation. 


PRODUC-TROL IS BEING USED EX.- 
} TENSIVELY FOR CONTROL OF: 


® Purchase Orders ® Traffic 
®@ Parts Available ® Sales 
for Assembly 
® Parts in Process ® Personnel 


4; ° Manufacturing 
Orders 
® Maintenance 


® Dispatching 
® Machine Loading 


‘Effective Tools for Effective Management'’ 
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Pie, SPPPice VEGTOCHE, LF D?P 


SAFE 


Meil nk Steel Safe Co. 1672 Oakwood 


’ 


Ave., Toledo 6, Ohio, makes the Her 
cules 1-X Safe which carries the Under 
writers’ Laboratories Class C and Re 


locking Device labels and the one-hour 


label of the Safe Manufacturers Na 
tional Assn. Designed especially for 
homes and small offices, it has double 
steel walls throughout, electrically 
welded for strength. Walls and doors 


are solidly insulated with Meilink’s ex 
Thermo-Cel 
fire 


insulation for in 


There 


clusive 


creased five 


protection, 


are 








left 


one 


three on the side of 
bolt front, up, 
down—all operated by an L-shaped han 
dle with a There 
locking the hinge side of 


locking bolts 
the 


door, one one 


steel two 
the 
door and a deep, continuous tongue and 


cam, are 


bolts on 
door joint which is highly re 
to the entrance of heat. A full 
size pin tumbler and changeable combi 


groovy 6 


sistant 


nation lock, with drill proof plates, gives 
added 
The safe weighs 125 |bs. 


assurance against illegal entry. 


Outside dimen 


sions are 13” high, 10” wide, 9” deep. 
Exterior has a handsome gray wrinkle 
finish. The interior is finished in a 


matching gray color and the combination 
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\ just phone 


manpower Sue 


for 


TEMPORARY 
cm HELP! 


Dial your problems away 
Manpower, inc 
all of your temporary and 
peak period problems 



















will solve 





CALCULATING tec apg 
TYPING or ours, for 
STENOGRAPHY 4 hours, a 
| wee 
ALL TYPES OF i yenthe 
OFFICE WORK h montn 
neer. Qu 
TELEPHONE Moet 
SECRETARIAL SERVICE sa ‘all 
are Jilly 
MAILING SERVICE pabopes 


ind bonded 


Wel 


MARKET SURVEYS 
FACTORY WORK 


indle all 


payroll, 


Qur rate are 


record keeping 
taxe et 
low! 
——— 


ee anpower 


amai 


ney 






im 
otter 1 the 
Write Dept. 055M Manpower, Inc ' mews j igh 
Milwaukee 3, Wis., for free booklets a standards of 
service fro 
[] “Get that job done."’ > cenmeagemett 


[ ] “Tax Savings under 
the 1954 Revenue Act.” 





Over 40 Branches 


wa" 
Coast to Coast 


Nation's Largest Complete @ - 
Business Service imc. 
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He FICE VALET 


End the Wraps 
Problem! 






Keeps Wraps 
Aired, Dry and 


tte A 
in press 


Now private or 
small offices can 
keep wraps in a 
convenient and or- 
derly manner... with each coat on a 
hanger held apart from all others; each 
hat on its ventilated hat space; umbrellas 
in a built-in stand and overshoes off the 
floor. With an Office Valet there is no 
“piling on”, no crushing, no danger of 
tipping over. It will accommodate 6 peo- 
ple efficiently, graciously, on less than 2 
sq. ft. of floor space. 


Sturdily built of welded furniture steel 
finished in modern baked enamel and 
smart in line, it is an efficient answer to 
the wraps problem in offices, stores, res- 
taurants, homes—wherever people gather. 


Other units 
of any length 
or capacity. 

Write for 

Bulletin 
Ov-10 


VOGEL*PETERSON CO 
2 37th St * Chicego 9 










1 West ) 


dial is gray with black figures. Interior 
has a top drawer and two shelves with a 
larger space provided at one side for 


keeping ledgers and records. 


PORTABLE TYPEWRITER 
Underwood Corp., 1 Park Ave., New 
York 16, N. Y., is making its first lower 
priced portable typewriter with a tabu- 
lation feature usually available only on 
Color-styled in 
non-glare Brewster green, the Under- 


higher priced models. 


wood Universal portable is the second 
Underwood portable with tabulation: the 
Universal in the medium price range and 
the advanced design DeLuxe model. On 
the Universal, the typist can tabulate to 
any position where a stop has been set. 





Tabulator stops are set by placing the 
carriage at the desired stop position and 
depressing the tabulator stop set key. 
To clear any single stop, typist tabulates 
to that position and depresses the tabu 
lator stop clear key. All stops may be 
cleared by placing the carriage at the 
extreme left, depressing and holding the 
tabulator stop clear key down while re 
turning the carriage to the extreme right. 
The Universal also has a balanced seg 
ment shift, carriage centralizing lock, 
exclusive See-Set margins, single, double 
and triple spacing, touch tuning, stand 
ard spaced keyboard of finger form 
keys, automatic ribbon reverse and mar 
gin release key that controls both right 
and left margins. 
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NOW we keep a duplicator in the 
vice-president’s office 


It’s ALOGRAPH—the new, easy way to make copies of writ- 
ten, typed and drawn material in a hurry—for example, copies 
of confidential memos, special reports and the like. Here is a 
process that is low in cost and it is clean—-completely clean 
every step of the way—clean in the preparation of masters on 
through the production of copies 





j For full information simply clip the *In- 
formation Request form to your letter- 
head and mail to A. B. Dick Company 
5700 Touhy Avenue, Chicago 31, Illinois. 


A. B. DICK, & and AZOGRAPH P P 
are registered trademarks 
of A. B. Diek Company 
ATING 


THE FIRST NAME IN ODUPLIC 
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lf Your Office— 


is still using carbon paper, 


try LETTEREX — the greatest 


letter-writing advance since 






the typewriter. 


Write for samples: 


The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C. 
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HAND CLEANER it does not irritate but softens the skin. 

Hever Corp., 1821 8S. Kostner Ave., Available in convenient tube, bottle, o1 
Chicago 23, Ill., offers a free bottle of ar. Write above address for free trial 
Heyer Hekto Ink Remover so that its 


qualities can be tested without cost or DESKS 
»bligatio vailal in «cream or |} id ‘ 
( vation, \ 4 lable I reat or qu Corrv Jamestown Mfg. Corp., Corry, 
Pa., makes the Steel Ave Correlation line 
of desks with more than DO units de 


signed for easy integration with one 











P — 
= v 

and pleasantly scented, Heyer Hekto 

Ink Remover is simply rubbed on ink another to form dozens of different wort 
stained hands and rinsed off, leaving stations and make the most efficient use 
hands clean and soft. It removes stan Dp ot floorspace ndividual desk units are 
pad, heetograph, carbon, and other ink completely adaptable to changing re 
stains. Because of its rich lanolin base, quirements in space and fun lo} 


PROMPT 


ws 7 ; See kcal "DELIVERY 
OUTSTRETCH ... OUTLAST... OUTSELL... ALL OTHERS 


Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 


$5" Ppa 





Tue Orrice—March, 1955 137 




























CLEANER 
»P- 





PINK PLASTIC 
PUTTY... 


thet pulls the dirt out of type 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 


firmly 





Press it on all of 
the type. Do not 
rub 





Fold the putty 
upward to origi- 
nal pyramid shape 





é 
NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to covse headaches 
or colds. 


To make neot erasures— just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 





BUD TYPE CLEANER 
en oe ae 
12, MARYLAND 


4 
2 eee eee @ 3 
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. yanel ends are read 

nterchangeal that a desk can 
‘‘orow’’ with a I Desks in the Cor 
relation ne offer space-saving 30”-deep 
tops which makes every part of the top 
withis mvenient reach of the user. 
Noise Ss reduce by nvlon rollers with 
Buna N rings on storage drawers. Audio 
tests show that this feature reduces 
drawer clatter by up to 72%, and the 


roliers outwear steel, Unbreakable Fi 


] 


breglas pontoons, attractively tapered, 
pro le additional foot room. The Stee! 
Age Correlated Color Planning System 


allows selection from eight different e 


n 


amel finishes and 14 desk top materials 


and colors. This allows buyers to specify 


over 100 attractive combinations of en 

el finishes and tops. Desk styles in 
clude sing and double pedestal models 

th side and rear overhang combina 
tions, secretarial typewriter desks with 
Glideaway or Shelfomatiec mechanisms. 
and desks for other machines. Colorful 


aqaeseripotive broe} ure is fre above 


from 


BLACK SPIRIT CARBON 


Codo Mfg. ( orp., Coraopolis, Pa., 
makes a new spirit heetograph carbon 
called Black-O-Graph which produces 


clean black copies without causing stains 


hands of the 
It 


new 


on th typists and machine 


operators, also eliminates purple 
pastel-shade typewriters. 
mater al the hecto 


Black-O-Graph a 


stains on 


\ plastic-type on 


graph coating gives 
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The right answer at the right moment 


with world’s smallest 100 % automatic calculator, 


Long distance on the wire — Paris 
London ... New York ... Unprepared, 
you must make an intricate calculation in 
a matter of seconds. But the telephonesize 
Facit ESA-O is alongside to make sure 
you're not caught napping. 

Anyone — even your office-boy — 
can master the Facit ESA-O after 15 min- 
utes’ practice. The smallest fully automatic 
calculator in existence, it has an “adultsize” 


keyboard — bur with only 10 keys! Con- 
venient five-finger span enables you to do 
calculations with one hand while making 
notations with the other 

Precision-made parts of fine Swedish steel 
are your guarantee of durable performance 
—_ thousands of Facit calculators produc ed 
20 years ago are still in daily use. Ask for 
our illustrated brochure FB 24 to find out 
about Facit’s special refinements 


FACIT 


CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N.Y. 
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NOW! 


Quickly, Easily, Effectively Destroy confi 
dential papers, records in your own office! 


* Bamtain 10 


portable shredding machine designed especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 
















YOUR PAPERS 
GO IN HERE 






‘ UNREADABLE 
SHREDS COME 


OUT HERE 


.t44- SHREDMASTER 
0 ‘7? if eeedee ve 
et ue ee i a 


Willoughby Avenue 
Brooklyn 5, N. Y. 


Inc 
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mirror-smooth finish and a stain-free sur 





face. Thorough tests have proved it ex 
cellent for type, as well as for hand 
drawn forms end engineering drawings. 
Other advantages are its long shelf-life 
and use on any spirit duplicator without 
special copy paper or special fluid. Free 
sample from above address. i 
POSTURE CHAIRS 
Cole Steel Equipment Co., 285 Madi 
son Ave., New York 17, N. Y., makes 
a new line of aluminum posture chairs 


upholstered in ten decorator colors. The 
Arm illustrated 
satin smooth frame and base. 
17144” x 3%” 


and 


Executive Chair has , 


aluminum 
Tilting seat, 191%” 
both 


is ad 


justable in tension height. 





this 


armless 


$79.50. Other models in 


Lists at 


line include steno, secretary, 
without 
Fabri 


coated upholstery material will not stain, 


swivel, and sidechairs with and 


arms: all with foam rubber seats. 


crack or peel; comes in granite gray, | 
ouk leaf green, brown, saddle tan, terra | 
cotta, wine, sapph re blue, and pastel 
shades of coral, apple green and russet. 


Illustrated literature from above address. 
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PAYS FOR ITSELF 
UT OF SAVINGS 


Enjoy high-speed efficiency of mechanized mailing 
without cost. Machine pays for itself from savings, 
often within months. It completely prepares mailings 
for only 77c per M—gathers, inserts enclosures, seals, 
meters postage, counts, stacks. 

Write for ANALYSIS & PROPOSAL 


Let us analyze your present procedures, show you 
with facts and figures how much you can save. 


INSERTING & MAILING MACHINE CO. © PHILLIPSBURG, NEW JERSEY 


*COUPONe® 


INSERTING AND MAILING MACHINE CO., Dept. 0-3-55. 
PHILLIPSBURG, NEW JERSEY 


() We would like an Analysis & Pr C) Send booklet “Wider Hori 
posal relating to our mass mailing Mechanized Mailing’. 


Individual 


z 

















GATHERS ENCLOSURES —ggRTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA coumre 6 eraens 
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modern offices 
ALGUIAL 
WORDEN S@CKa-type dEsks 


MACHINE-POSTING CATALOG 
, Posting Equipment Corp., 1026 Niagara 
242 ST Desk 42" x 32” . , : ; f ‘= if 
Patent No. 2133807 St., Buffalo 13, N. Y., have published 
their new Catalog No. 55 which illus 


ONLY WORDEN OFFERS THIS trates and describes their line of ma 





MODERN SECRETARIAL DESK =| “Hine posting — equipment including 
x* *k * variety of styles and sizes. The catalog 


eontains full sp cifications and prices on 


“li tems, Its» loose leaf stvle allows if 
to be kept up-to-date for continual refer 
ence, Write above address for a free 


FOLDING TABLES 
Sico Mfg. Co., 6045 Pillsburv Ave. 8., 
19, Minn., makes Sico 2300 


Folding Tables in three lengths: 6, 7 and 





270 GBC 
34'/."" x 17/4" x 29" HA, 


WRITE FOR CATALOG AND INFORMA- 
TION ON THE COMPLETE WORDEN LINE 


the 


WORDEN company 


HOLLAND MICHIGAN 
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{ 
MELICAStS: 
“Gh be 


Gestetner is made 
by the world's first and largest 
manufacturer of duplicating equipment 


No cans...no brushes...no pads. . .! Leakages 
and mess are a thing of the past with this new, 
scientifically clean stencil duplicator. GESTETNER 
will make enormous savings in your printing bills by 
reproducing illustrations in line or even halftone 
and make ordinary typewriting a pleasing print-like 
reproduction. GESTETNER will repay its original in 
vestment many times over. Yet with all its many 
exclusive features it costs no more than ordinary 
duplicating equipment. 
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COMPLETELY 


Simply clip the 
paste-ink tube 
in-—that’s 


all! 


= 
| GESTETNER DUPL 
| 50 McLEAN AVENUE, DEPT. 69 
YONKERS, N. Y. 


| Please send a copy of “30 Ways to Get the Most 
| from your Duplicator.” 
| 

| NAME 

| 


| aporESS 


Rieadutienenenun 











This peeeroting 
ink says 


NO’! ¢ 


Offset 


Smear y; 


NO Slip-Sheeting 


CANODE DRI-RITE 


The easiest-to-use duplicating ink 
on the market! 


Highlighting these quolity extras: 

@ No oil creep in pad 

@ Will not harden the pad 
any climate 

@ Will not clog pads, harden in 
cylinders or damage stencils 

@ For both open and closed 


drums 
@ PERFORMANCE GUARANTEED! 


Write Today for Name of Your Nearest Dealer 


INK SPECIALTIES CO., INC. 


519 WN. Halsted St @ Chicago 22, Ill. 
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8 ft.. with the first comfortably seating 
three adults in ehairs along each side, 
the second seating a total of eight and 
the &’ seating eight to ten people. Tops 
and frames are available in a variety 
of contrasting or matching colors, and 
graduated heights may be obtained for 
special uses. Constructed of 14-gauge 
structural steel, arc-welded into a single 
rigidity, the 


piece for strength and 


frame is available with painted or zine 
lustron plated finish. Legs are tipped 
with either steel umbrella-type glides or 
rubber crutch tips. Table tops come in 
three styles: 
over a hardwood core, pressed wood or 
Width is 30” on all 
models. Legs fold into the frame and 
lock for flat stacking. A handle is built 
into the table for easy carrying. Retail 
prices of the 6’ table (f.o.b. factory 


range from $25.36 to $58.30, depending 


plastic laminated-hbonded 


%” fir plywood. 


Prices 
for the &’ style range from $30.24 to 


m= Oy 
Di dee. 


on top and finish of the frame. 


OFFSET INK ROLLER 
Pemberton Printing Co., Dept. O, 835 
W. Olympic Blvd., Los Angeles 15, Calif., 
Mammoth Ink Con 


have improved the 


version Roller, for Model 1250 Multiliths, 





Although 
there have been no complaints from users 
of their original plastic rollers, the Su 


with a copper inking surface. 


preme copper covered rollers are said to 
be more permanent. This roller is guaran- 
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How U Baltimore Business Form 
takes the place of 5 


—and helps speed Musselman’s 
fine food products to your table 
at the same time! 


The C. H. Musselman Company, Bigler 
ville, Pa., famous as a packer of fine food 
»roducts, has been a customer of Baltimor: 
se Forms for many years. Recently, 
our experts devised a way to incorporate 
five different forms—invoice, railroad bill 
of lading, truck bill of lading, shipping order 
and factory release form—in one. Result 
Less paper work, speedier invoicing, and 
most important, faster shipment of the 


company’s products to your grocer—and 
your dinner table! 


WHAT’S YOUR PROBLEM? Since 1916 
Baltimore Business Form’s design and man 
ufacturing experts have solved countless 
problems in serving over 60,000 of the na 
tion’s leading business houses. Our wealth 
»f experience in designing forms to fill specif 
ic requirements ideally qualifies us to help 
you. Remember, often a single suggestion 
may save hundreds even thousands 

of dollars for your company. So, write us for 
help in solving your business forms prob 
lems. There’s no obligation, of cours« 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Baltimore Salesbook Company 





3144 Frederick Avenue, Baltimore 29, Md. 
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Units on this page are designed 

for card record systems; those oppo- 

site are for leases, contracts, insur- 
ance policies, other office forms. Rubber 
feet are provided; removable for stacking 
purposes. Spring compressors give record 





protection. 
be 
STANDARD CARD” CABINETS 
ONE DRAWER UNITS Shipping 
Card wt. 
No Size Capacity Width Height Depth Price Packed Per Ctn 
C335 3x5 1600 cards “~" 64" 16” $3.60 6's 35 Ibs 
C346 4x6 1600 cards 754" 6!/," 16" 4.20 6's 40 Ibs, 
C358 = 5x8 1600 cards 954" 7'/_" 16" 5.40 3's 28 Ibs. 
C369 6x9 1600 cards 10%" 8!/," 16" 8.40 2's 23 Ibs. 
TWO DRAWER UNITS 
C3352 3x5 3200 cards 12%," 5'/," 16" $6.30 2's 19 'bs. 
C3462 4x6 3200 cards 14%" 6h" 16” 7.20 2's 25 Ibs. 
C3582 5x8 3200 cards 18%," 7" 16" 9.60 2's 32 Ibs. 
C3692 6x9 3200 cards 204%," 8!/," 16" 12.00 I's 20 Ibs. 
THREE DRAWER UNITS 
C3353 3x5 4800 cards 18%" 5S¥,_" 16" — $12.00 I's 19 Ibe. 
*C3463 4x6 4800 cards 21%," 6!/," 16" 15.00 I's 22 Ibs. 
*C3583 5x8 4800 cards 274%," 7'/,"" 16" 18.00 I's 27 |bs. 
*C3693 6x9 4800 cards 30'/," 8!/_"" 16" 25.00 I's 32 Ibs 


SANITARY BASES (15"' High) $10 additional 
*Other bases available to fit asterisked items. Prices on request 
Prices slightly higher in Texas, Colorado and West of the Rockies 


SEND FOR COLE'S LATEST CATALOG 


e STEEL EQUIPMENT COMPANY 
L 285 Madison Avenue, New York 17 N.Y 





“HIGHER THAN WIDE” CABINETS 





i ONE DRAWER UNITS Shipping 
rd t 
No. Size Capacity Width Height Depth Price Packed Per Ctn 
C364 6x4 ~=—1600 cards 534" 8" 16" $8.40 I's 9 Ibs. 
C385 = 8x5 1600 cards 654" 10" 16" 12.00 I's 12 Ibs 
C396 «9x6 =1600 cards 754" i" 16" 14.40 I's 13 Ibs. 
TWO DRAWER UNITS 
C3642 6x4 3200 cards 124%," 8” 16" $14.40 I's 15 Ibs. 
C3852 8x5 3200 cards 124%," 10" 16" 16.20 I's 18 'bs 
C3962 9x6 3200 cards 14%," i 16" 19.20 I's 23 Ibs. 
THREE DRAWER UNITS 
C3364 6x4 4800 cards 144," 8” 16" $20.00 I's 22 |bs. 
C3385 8x5 4800 cards 184," 10" 16" 24.00 I's 26 \|bs. 
*C3396 9x6 4800 cards 21%," ie” 16” 30.00 I's 33 Ibs. 
a THREE DRAWER DOCUMENT FILE 
C3105 10!/2"x5" 1000 leases 183%4" 12!" 16" $19.95 I's 32 Ibs. 


COLORS: Olive Green or Cole gray. In Walnut or Mahogany finish, add $6.00 for | drawer units, $8.00 
for 2 drawer, $10.00 for 3 drawer units 


LOCKS: Cabinets equipped with lock and key add $2.10 per drawer 
RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer 


E STEEL EQUIPMENT COMPANY 
C LL 285 Madison Avenue, New York 17, N. Y. 
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“Master” your W-]-D-E 
MASTER & OFFSET NEGATIVE 
Filing Problem! 












with the new 


MIM-E-0 
2066 
“ROLLAWAY” 


Custom- 
made to 
protect 
and store 
up to 400 
Multilith 
No. 2066 
and 
Davidson 
No. 233 
offset 
masters 
and 
negatives 


WORLD'S FINEST storage and protection— 
the vertical way that prevents damage to 
your plates and negatives! Special engineer 
in gives you needed filing room and 
safety features you want: all-stee!l construc 
tion corrosion-proof ventilation 
nickel-plated hanger tracks for smoother 
sliding ball-bearing rubber casters for 
easy, quiet movement. Dimensions: 26% x 
19'/. x 28" high 


Also available in upright 2-drawer style 
that holds up to 1000 masters! 


MIM-E-O STENCIL FILES CO. 


1214-21 W. Chestnut St., Chicago 22, Ill. 





MAIL THIS COUPON TODAY! 
Please send me full details about MIM-E-0 
22066 Offset Files 

Company Name 

Add 

City Zor S m 
Signed by ~ 





ort if super 


or qual ty 
te “aT @ ¢ reur ference provides 


<tributior over the full 


nifori rik 
lengtt ot tar ard Multilitl plates. 
Larg haiftone | e fine gradation and 
‘ nition, and urge SOLS print with 
iniformiy rich density. This allows Mul 
t ths to turn out work similar to that 
' larger {Tset presses The Su 
preme roller R419 OH oF oney-back 


unrantes 


ADDRESSING-RECORD SYSTEM 


Master Addresser Co., 6500 West Lake 
Sr... Minneapolis 16, Minn., makes the 
Mod ) Master A sser Which prints 
i resses tre ird records The 5” ) 
ecards, which can be tab indexed, are 
folded from a irger piece of die-cut 
stock to actually pr le the same record 
keeping area as a 7’ 5” Card, Name 
and address are typed only onee in an 

rea allowing up to five lines, and as 
many as 50 addressings can be made 
from one master! Cards are placed in 





ike address 
with 


ldress can be 


machine ’s plates, 
and feed automatic: 
of the handle. Kael 


betore printing, 


each pull 
read 


and skipped or repeated 


if desired, Cards remain in order after 
the addressing operation and are re 
turned to the file without re-sorting. If 
index guides are used in the file, they 
need not be removed but will run 


through the machine. The System com 


bines the address piate-master and ree 
ord ecard in one file, Address file cards 


are supplied in a Do file in which they 
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285 Madison Avenue, New York 17, N. Y. 


bel 






WAUSAU 
IMPRESSION 
PAPERS 

























BEST FOR SPIRIT OR 


BEST FOR GELATIN PROCESS 


OFFSET 


BEST FOR STENCIL 
DUPLICATING 





Wausau mokes separate and distinct fine impres- 
sion papers for each of the three major processes: 
offset, stencil duplicating and spirit process. Each 
paper is created to insure maximum results in the 
specific process for which it is intended. Whichever 
process you use, you'll find the Wausau Impression 
Paper line contains papers especially treated to 
insure clean, sharp, easy-to-read impressions. 


® The complete Wausau Impression Paper line is available 


nationally through authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Soles OM 


MW aarsel iis a) | 117) W Washington Street Chicago 2 Illinois 


Fine Papers Mills at BROKAW, WISCONSIN 
Member - Wisconsin Paper Group 
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ar e kept A sample of the address stalled in one piece. Installation is fur 


e card al strut terature on tl thes plified by use of Armstrong 
achine Iree Ire ADO address. J-1114 Adhes e which bonds it firmly to 
\ ean, Gary wall surface. Available 


in sage green, pueblo gray, cork tan and 


BULLETIN BOARD 


coral, the tackboard takes tacks easily, 





Armstrong Cork Co., Lancaster, Pa., holds them firmly and retains its tack 
nakes Armstrong Tackboard, a resilient holding qualities despite repeated use of 
cork composition material for bulletin the same spot. The soft texture makes 
boards. It s furnished in continuous removal of tacks easy without use of 
rolls, '% and 4%” thicknesses, n 45 tack pullers, while its resilience fills the 
ind 72” widths Available in seamless tack holes quickly. Will withstand vears 
poards ong as Sw fIt., it in b in of constant use without painting or other 





the consequences! 


If your mailing scale overweighs, you 
overpay. On just 12 letters daily, this may cost 
you an extra $90 a year. If your scale under- 
















weighs, you underpay. Result: “Postage dues” 
that delay your mail and breed customer ill will. 
You can be sure of getting your postage 
money's worth with a Pitney-Bowes precision 
scale. Its automatic pendulum action offers the 
utmost in accuracy. And the large legible figures 
and widely-spaced graduation lines, so easy to 
read, eliminate eye error and guesswork... 
save postage dollars and protect good will. 
Other models for parcel post up to 70 Ibs. Ask 
the nearest PB office to demonstrate, or write 
for free illustrated booklet. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


= PITNEY-BOWES 
ry) Mailing Scales 


* PITNEY-BOWES. INC. 
3475 Walnut St., Stamford, Conn. 


Originators of the postage meter 
. Offices in 94 cities 
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surface refinishing as the color goes all 


ee SAVE MONEY 
nog om Be stn ph ye gad nen | Ls TIME and LABOR 
with 
PORTABLE AIR CONDITIONER NEW ELECTRONIC HOT WAX PROCESS 


Spitzka Mfg. Co., 235 Colfax St., North 
Sieramento, Calif, makes an inexpen A ROMEO ATO VALS 


sive, portable, evaporative air condi 
ee ee ce eae gee OF YOUR OFFICE & BUSINESS 
tions. Priced at $49.95, the unit offers 
several unusual features ineluding 1/20 
hp. universal motor and 14” four-blad 
aluminum fan, providing an air delivery 
of 1550 efm. Solidly constructed, yet 
light in weight, the cooler is easily car 


ried and may be used wherever electri 





SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 
CARB.” ARB 








current is available. Suilt-in pump re- 
circulates water continuously. (Approxi 


mately 4-gal. reservoir requires only 1 


56 LAFAYETTE STREET, NEW YORK 13, N.Y 





frequent filling through convenient filler 
cup on side of cabinet. Pump construe 
tion permits operation without water, so Send samples of SPOT CARB forms and 
that the unit may be used as a non free booklet “How to save with SPOT 
evaporative circulating fan. In addition, CARB" 


it may also be used as a humidifier in 


the winter. Dimensions are 22” high, FIRM ......... 
74%” wide, 12” deep; shipping weight, IE. yo x5c'eh alee 
=o ibe. SIGNED 


Tue Orrtce—March, 1955 151 








FIRST manually operated folder with 
fully automatic feed! 


WHEW. IMPROVED ge 
one fi fee OF rents 
GUARANTEED DESK MODEL FOLDING MACHINE 


PRINT-O-MATIC CO., INC 
PROBLEMS 


3 PHONE ‘sowveo— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 


Write for Literature 


> HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 

















—— 


Closing out over 7150 very 
late model used machines, all 
makes, in choice select con- 


dition & recond., both hand 
& electrics 


ROYALS, UNDERWOODS, SMITH-CORONAS 
REMINGTONS and |8.M.'S 


At Prices More Thon 40 Below Market Value, Write 


TYPEWRITER MART OF U.S.A. INC. 


1032 WAYNE ST DETROIT 26, MICH 


Genane inane (eltpnhroad 


FREE PROOFS 
ease DIE 










aust MAIL US YOUR 








ewherry Engraving Co. 


STREET BIRMINGHAM 5, ALABAMA 


™ $0. 20 





STOCK FORMS 
Rubin’s Corp., 180 Mott St., New Yor) 


| > Sa akes manifold books of 
forms for orders, bills of lading, ete.; 
columnar pads, school supplies and coi 

sition books g book fillers, rule 

















er sheets, and a ariety of stock 


forms for different types of businesses. 


Their 1955 catalog shows all items and 


ontains full specifications. Write above 
ldress for a free copy of the catalog 
and price jist. 

NAME PLATES 

Aeme Bulletin & Directory Board 
Corp., 37 East 12th St., New York 
N. Y., makes change able name plates for 
desks and counters, and for wall mount 
ing. Several styles are available and all 





ar eontinuously reuseable because the 
wording can be changed whenever de 
sired, A catalog show ng Acme’s change 
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1 YOU NEED THIS 


| Challenge 


: EQUIPMENT , , 
















PAPER CUTTERS: 


11 models — 7 sizes ... from 





= lever cutters in bench and floor models 
ee —to power cutters with hand or 
‘ hydraulic clamp. Engineered to provide 
\ smooth, accurate cutting with 
pe minimum effort and maximum safety. 
\ 
X 


! 


PAPER DRILLS: 


For standard run of loose- 
a leaf work. Also adapt- 


4 able for variety of 
fs novelty jobs. 9 styles 
CC available — hand, 


gs 
foot, power models. ~ 







U % TRADE-MARK (A) 







dealers in all principal cities 






as THE CHALLENGE MACHINERY CO. , 

\) * GRAND HAVEN, MICHIGAN 

Pp R °o °o £ Send details as checked below i 

PRESSES : Paper Cutters Paper Drills " 
Always a sharp Proof Presses Poper Punches 

clean impression; t 

easy Operation. Name i 

Full selection of 5 

styles — 5 sizes. Full Address 1 

' 

Mail coupon for specific information "see woaneaeeseeeeaeees ee @ @ ! 
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Now! BRAND NEW 


FILING SYSTEM 


* NAMES ON TOP ALWAYS VISIBLE 

* POCKETS INTERLOCK, ACCORDION-LIKE 

* BIG, TRANSPARENT LABEL HOLDERS 

* A PRECISION FILING SYSTEM THAT 
FITS EVERY NEED 


Sample Pocket and 
IIlustrated Circular 


Write on Company Letterhead t 





PULTI-COUNTES Wis ro ratty 


Items sold, inven- 
tories, payroll — 
count anything in 
any business—ac- 
curately and fast 
Anyone can count 
correctly with in- 
expensive Multi 
Counters which last 
for years Write 
Made with any for literature and 
number of counters prices. 


MULTI-COUNTER MFG. CO. 
401 Broadway, New York 13, N. Y 





abie name 


airectory 








plates, and other signs and 


boards, ; free from above 


addr« SS. 


COPYHOLDER 
Speed-Spacer Co., 321 Greenwich 3St., 
New York 13, N. Y., makes the Speed 
Spacer Copyholder which has a line indi 
ator that automatically moves down the 
listance each time the lever is 
adjusted t« 


any point from 0 to 1%” for material to 


desired 


pressed, Spacing Can he 





Takes sheets up to 9” x 12”. 


Constructed of heavy 


be copied. 
gauge steel with a 
special clutch mechanism, instead of a 
ratchet, for long, trouble-free service. 
Jaked-on gray crackle enamel finish. 
Priced at only $11.75 plus 59¢ F.E.T. in 
individual carton. Literature from above 


address, 


UPHOLSTERED CHAIRS 


B. L. Marble Chair Co., Bedford, Ohio, 


makes a new Custom Line of chairs de 
signed in the contemporary manner by 
Gordon Hrach. There are currently three 
different 


Seville and Capri. Each style is avail 


styles: Riviera (illustrated), 
able in matching swivel, armchairs and 
sidechairs upholstered in combinations 
of fabrics and genuine top-grain leathers, 
or fabrics and Naugahyde, in a wide 
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choice of colors and color combinations. 


Seats are cushioned with foam rubber. 


A choice of wood finishes over walnut is Qrwin (aspor Inc. 
Invites You 


to see and select your own office 


from the sample offices in 


Cur New Showroom 





available. Chairs are attractively stvled 


to add comfort and distinction to offie 


L 


and commercial interiors. Illustrated 
literature free from above address, 


AIR FILTER 

















Cambridge Filter Corp., 738 Erie Blvd. Every conceivable type of 
East, Syracuse, N. Y., makes the Can partitioning available. 
bridge Aerosolve Air Filter, designed to 

Low railing 36” and 42 
Bank rail 6” 
7'2” and 8'6” Partitioning and Ceiling 
Height Partiti 





POPULAR PANEL-ETTES 
Solid Metal 
All Glass 
Metal & Glass 
Modern Bank Rail 
































Come and see your future office 








in our showroom. 


IRWIN CASPER, INC. 





provide high efficiency filtering at a low | 401 BROADWAY, NEW YORK 13, N.Y. 


owning and operating cost in vent lat 


Walker 35-2555, 2556, 4218 
ing air conditioning systems. It is sin 
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Brand New Features 


in America’s Finest Business Machines 


McCASKEY-VICTOR 
CASH REGISTER 


offers compact department key ar- 

rangement for added control benefits 
Saves endless hours of work. thanks to 
new keyboard designed for today’s 
needs. Four designating letter keys, 
meets sales and excise tax needs. charge. 
received on account, paid out amounts, 
and more... high-efficiency adding ma- 
chine as well 








VICTOR SELECT-0-MATIC 
ADDING MACHINE gives you 


totals, subtotals automatically 

Great new Victor Select-O-Matic adding 
machine offers new ease. new speed of 
operation. Take both totals and sub- 
totals from add bar automatically. or 
use regular dual total key, or inter- 
change both methods. Quiet operation 
and True-Touch keys. Ten-key or full 
keyboard. 





Model 70-85-54 


VICTOR EXECUTIVE MODEL 


features direct subtraction and 

automatic credit balance 
Gives full-duty service. Full flexible 
keyboard. Adds, subtracts. lists, multi- 
plies. Automatic credit balance. The 
Victor Executive adding machine has 
total, subtotal, repeat, error and sub- 
tract keys. Electrically operated 





Write today for free trial of any of these 
famous machines. Dealer franchises available. 


VICTOR ADDING MACHINE CO. chicago 18, illinois 


In Canada, McCaskey Systems, Ltd., Galt, Ontario 


Model 6-83-54 


Manufacturers of Business Machines, Cash Registers, Business and Industrial 
Systems, Electronic Equipment, Electri-Cars 
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ple to install and provides high efficien Yf 
at low pressure drop. There are no elec bul Wt 10 
trical cireuits or mechanical moving 

parts to fail The \erosolve 


completely fire resistant, forn 


barrier when installed in a duet. 


trated literature with complete 


s free from above address 


LIGHTING BOOKLET 
Svivania Eleetrie Products, Iné 
Boston St., Salem, Mass., offers 
trated hooklet on 
Lighting is 


Svivania lighting engineers Geor 


cine atin oa tle salesman / 


factual 
When your Stationer’s Salesman calls to 


demonstrate PEERLESS IMPERIAI 


Chlood luigshi tings 
Ie CjooAd Business Pe / 
CARBON PAPER 


when he shows you how the punch holes 
at the top and bottom of the uncoated ex 
tension edge pre 
vents you /fyping 
too far down on 
the page — you'll 
want to kiss him. 
If you’re fed up 
with staying after 
5 o'clock to re 
type letters get 


FINAL-LINE. Don't wait for the Salesman 
root in 
fluoresce ee” dhe 
“nt ’ ; test shects 
rution, i ‘ ro¢ i 


call your dealer or write to us for free 


light ng 


ls ations for tight (a Same PEERLESS IMPERIAL CO., Inc. 


than general offices: pr 


‘ 


rerence room drafting OTS ) General Office and Factory 


| and file rooms, corridors. hall 36 Peerless Place, Newark 5,New Jersey 
vashrooms TI book is 


advertis 


N.Y. Office: 13 0 Fronklin St 


, Detroit 18, 37 Linden St, River Rouge, Michigon 
had from ab 
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TRADEMARK REGISTERED 


Jac-a-desk 


The original and finest 
desk stabilizer 


Makes Typing 
Easier, Faster 


Typewriters were built to operate on a solid, firm 
base; any wobble or springiness upsets their precise 
Many typewriter platforms are worn 





mechanism 
and wobbly causing skipping, piling, poor touch 
end action in many instances, immediately 
corrected by JAC-A-DESK. JAC-A-DESK expands 
from floor to platform, automatically wedge-lock- 
ing into @ support as firm and solid as the floor 
itself. Typists love JAC-A-DESK because it makes 
typing less tiring, neater, easier office man- 
agers praise its economical efficiency 


Unconditionally Guaranteed 
order direct from manufacturer 


JAC-A-DESK 


expands from 
6” t 30” 
— high 
enough to 
support = stan- 
dard height 
desk leaves 


Up in a jiffy 
—locks auto- 
matically 


Non - Snag 
satin-like fin 
ish No pro 
truding locks 


=, y LE 


° : COMPLETE 


Sure grip 
rubber ends 
Easy to store 





GONCO MANUFACTURING COMPANY 


1259 So. La Brea Avenue, Los Angeles 19, California 


198 








HECTOGRAPH DATA 


Columbia Ribbon & Carbon Mfg. Co., 
953 Herb Hill Road, Glen Cove, N. Y., 
have published a 12-page illustrated 
booklet, ‘‘Quality Duplicating with Hee 
tograph,’’ which contains helpful advice 
on how to obtain the best possible hecto 


The book is di 


by a 


graph duplicated copies, 


vided into sections and prefaced 


brief 
process, It 


explanation ol the hectograph 


includes data on master 


preparation, machine operation, adjust 
ment of controls, proper selection of fluid 
and copy paper, and a short discussion 
of the 


masters in 


significance of printed 
work. \ 


book, for 


lmpress 
systems copy oft 


this useful reference owners 


and operators ot spirit duplicators, is 


free from above address, 
NAME PLATES 
Engineering Co., Colorado 


solid 


s and desks 


Spear 


rraved 


r 


Springs, Colo., makes en 


brass name plates for doo 
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1. Payroll Summary 
2. Individual Earnings Record 


3. Payroll Receipt 


National’s Multiple Posting Binder for Payroll... 
Also Saves Time on Accounts Receivable and Payable 


This new ‘3 in 1” binder assures ‘‘3 in 1’’ speed in FEATURES: 
payroll record-keeping. Each binder handles up to | @ 3 records in 1 writing. 

35 employees and one entry takes care of Payroll | © Not necessary to arrange forms 
Summary, Individual Earnings Record and Pay- pln, ona on pegs as in 
roll Receipt. It’s a real clerical time and money | @ mechanism holds stock col- 
saver — minimizes copying errors, also. Yes, and umnar pads tes other types ro 
the binder may be used for receivables and pay- Sin. canis 
ables. Your own checks are good — no special a eccounts payable... 
checks are required. The cost of the binder com- OREN GIS SOSEEED. 


plete with forms is low. Write for Folder MP-1 for S oe’ Rs « «OND 


full details. @ No special checks required. 





NATIONAL BLANK 
BOOK COMPANY 


Dealers HOLYOKE +> MASSACHUSETTS 
Everywhere 
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SPEEDAFILE! ¥ 


Speedafile makes possible faster, simpler, more economical filing 
of 3 x 5,4x6 and 5x8 cards. Look at these advantages: 


Thousands of cards immediately 
available on one level. 


Cards within easy reach for quick 
reference, speedy handling. 


No mechanism or gadget to get 
out of order. 


No stooping, stretching or waste 
effort. 


Flexible for large or small volume; 
for centralized or decentralized 
filing. 


Fastest reference is Speedafile 
reference—direct from operator 
to card. 


For full details, write for our catalog completely 


describing Speedafile as well as other new equip- 
ment for the office. PRODUCTS CO. 


57 Post Street 


San Francisco 4 
PUNCHED CARD USERS: 


Our complete line of tabulating accessory equip- 
ment is described in catalog No. 5. Write for 
your copy today. 








Colla 


The elt 


to 32.000 sheets ¢ 


Macey 
stocks 


' 
Collators 


from 5” 


® can be printed inside 
and outside in one 
operation .. . can be 
embossed 


® comes in special and 
unusual sizes and colors 


®@ is ideal for machine 
handling 


complete creative and 
printing service and 
quick delivery on en- 
velopes of all sizes, 
colors, and styles 
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original 
ARISTOCRAT 
style envelope 





IF YOU OPERATE DAVIDSON, 
MULTILITH OR OTHER 
REPRODUCTION EQUIPMENT... 


YOU NEED THE 
RAPID PRINTER 


ps PO PD 


A Completely Enclosed 
Carbon Arc Lamp And 
Vacuum Printing Frame 
Combination System 


ere is no better way to 
produce small offset plates 
than with genuine arc 
lamp equipment 
The nuArc Rapid Printer 
gives you years-ahead per 
formance Produce plates 
assure longer runs 
sharp dot structure 
improved line defi- 
Light intensity re- 
nstant and uni 
Pre-sensitized 
s can be produced ir 
20 to 90 seconds 
RP-21 FLOOR MODEL— 
Plates up to 17'/2 x 22'/2” 
RP-17 FLOOR MODEL— 
Plates up to 14 x 20” 
RP-13 TABLE MODEL— 
Plates up to 12 x 16” 


"ian. 


The 


<> nutite 


LIGHT TABLE WITH 
DEVELOPING TABLE 
TOP AND COPY 
EASEL 


The most important acces- 
sory i your shop is the 
nuAr nuLite light table 
the Developing Table Top 
quipped with soft, diffused fluores 
lighting Ideal for stripping 
1 finishing Complete with chemical 
j rage rack. Calibrated straight 
>x 30”, with extension 


iL table is 
elf 23” ila ize 23 x 28 


LT-23 nuLite . DOT-26 Developing Table Top 


COMPANY, INC. 
824 S. Western Ave., Chicago 12 


nuArc Co., Inc 
824 S. Western Ave 
Chicago 12, Ill 


Please send Bulletin No. 230 


Noame___— - saainiapieniiaeiel | 


Dept. No. OF-200 


Title 

Company 

Address 

City. = — 


Zone___State 


ADDRESSING SYSTEM 
M. Distr : 


buting Co., 13 


three ma 





eececeVeceeeWeene 


Le Oorrer 


& M DISTRIBUTING CO. 
1382 SO. B 


DENVER 


™ 


A808 WWOULREYHGTY 
‘ : 2 


°° C7 e« © 











holes 
are coded to permit eight 
total of 


‘6 numbered allow 36 direet 
sepa 


fields for a over 100,000 


There are 


sorts using the sequence code, 


| 


three fields at the bottom of ecard for 
three 
In addition, Zip-Sort 
and spirit 
duplicating master for direct addressing 


alphabet cal 
letters of a 


ecards are 


sorting by the first 
name, 
die-cut contain a 


from the cards. Descriptive literature 


from above address. 


DESK ORGANIZER 
P. S. Murphy & Co., Dept. O, 
Fifth Ave., New York 36, N. Y., 
the patented Desk 
which grayvi j holds the 


i 


516 
makes 
Ordro Organizer in 
contents in 


ay 


hold 


] 
anuat 


order. It will 
books. ¢., and has a 
label holder on the ro of its 


Made of gray hammert nan 


papers, folders, 


catalogs, t 
base. 


eled steel 
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\ revolutionary new 


Dictation-Transcription Machine 


by COMPTOMETER 


Faye fer theelf’! 


ee 
[T NEVER WEARS, OUT 


cat a 











Outstanding Features 


with matchless SIMPLICITY of operation 





ASTEX dictAtioN—TRANSCRIPTION MACHINE 


COMPTOMETER Dictation Division 
Feit & Tarrant Mfg. Co., 1715 N. Marshfield 8t., Chicago 22, til. 





eed | a (9M He r ¥ 
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ae tot bhi feet the hbase 3 13%” 
LABELING’S A PLEASURE gly, rote Each of the three diy iders 
a 8% RI," x TK For collating 
With IND X obs, several units can be placed side-by 
= side The Ordro sts at $7.95. Illus 
trate terature from above address. 


BIND-X is made MULTIPLE STAMPS 
Douglas Homs Co., 165 O’Farrell St., 


San Franciseo 2, Calif., makes rubber 


any ¢ 3th de - : 

ed Three band stamps containing 12. different 
widt of face changes of copy which are selected for 
panel are of use by turning a key on the stamp. One 
fered 






+ 


transparer 


ors 


avaiiabie 


CEL-U-DEX CORP. 
1 Main St., Brooklyn 1, .N 





stamp is for mailing operations and con 
tnins the following lines in Gothie capi 
tals: First Class Mail, Registered, Spe 


al Del erv. Pareel Post, Do Not send, 
Please Remit, Via Air Mail, For Deposit 
Only, Hand Stamp Only, Ai Parcel Post, 


PRINTERS — DEALERS — AGENTS 


Offer your customers the best in custom made 

carbon interleaved business forms and second 
LECTERNS for SPEAKERS sheets. Also W-2 Forms and Envelopes — Bills of 
Lading Purchase Orders Voucher Checks — 


, i Repli Memos — Salesmen’s Contact Reports 
Floor & table models. Dealer inquiries ready for imprinting . 





invi q it free catalog. For complete information, write, wire, or phone 
SUGGS, ‘Welle Ser tebe SEES 139 Howell Street, Dallas. Phone Riverside 5816. 


Kell-Mor Lectern Co. 34 one ER S NA P 
1283 N. Main St. Rockford, Ill. B T S | » 7 S S F 1) R M S 
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the | 


CONQUEROR 
‘CPIRIT OF 76° 


DUPLICATOR WITH 
ALL THE FEATURES... 


— of os ‘ 
| | \ 
ee / j 
tie” - = 


VISIBLE FLUID SUPPLY Yo 
clwoys know level of fluid ir TROL Assures mosimur 








onk, no pumps ofr be oves f alwoys br 
to get ovt of order Shovid copies lighter 
Yn * 
Gam 
if 
ef ff euuip 
4 ComTRat, | } 


“4 \ 

FLUIO CONTROL Meowres 
exoct flow of fluid to poper Simple dicling 
compensotes for ony kind 


of poper, ony etmospheri« cor 
ditror 









ADUSTABLE PRESSURE CON- 


RAISE AND LOWER CONTROL 
of conte 


wheels roises of lowers print o 
poge Forget ol! centering tv 


Styled by 

Famous Industric! 
Designer 
Jean 
Reinecke 


MODEL 76 


$325°° 


plus FE Tox 


PUSH-BUTTON control for automatic starting and 
stopping makes the new Conqueror Electric Spirit Dup- 
licator the first truly automatic spirit duplicator on the 
market. 

Styled by famous Jean Reinecke, the Model 76 
isn't merely a motor added to the highly popular, hand 
operated Model 70, for as you can see, the motor drive 
is not an appendage — it was carefully considered from 
the inception of the Conqueror series. Scientific design, 
and built-in unit construction gives you the sweetest 
mechanism, the most smartly styled, the most versatile 
and efficient office machine you've ever seen 

Push the button and the motor and feed start operating. 
The last sheet through turns off both feed and motor . 
automatically. And, if you're interested in single sheet 
feeding as in systems duplicating, there’s a feed lock 
out, and a single revolution of the cylinder is obtained 
by merely pressing push-button. Spirit of ‘76 duplicating 
is completely effortless .. . at this low price it's a natural 
for any office, school, church or institution 


; [| ‘ The HEYER Corporation 

te 182] S. Kostner Ave., 

t . Chicago 23, Dlinois 
: oie 

= Famous in 

—S al Pen tomer 


a for over 
Electr y of 50 years 


ROTARY FEED 


ed. rips . 











cul | 
record handling costs 


with , 


SAIS? 5Y (atson! 





m2 





Records roll — 
to the seated operator — 


ROL-DEX working-level-files. produce planned work centers that 
reduce record handling costs 25% and 55% because: 


@ Travel time to and from files eliminated 
@ Fatigue is reduced — 

clerk remains seated at her work station. 
@ Error is reduced — 

more individual responsibility 
@ Clerical turnover reduced — 

file clerk given an attractive desk job. 


- 
WATSON MANUFACTURING CO., Ine. ; No matter how large or how 
Rol-Dex [ Dept. 0-17 ° 

small your record handling 


requirements — ROL-DEX is 


use your present records—no new 


! 
i 
! 
! 
; built to fit your needs—and you 
i 
! 
; forms to buy—nothing to retype! 





WATSON (established in 1887) also builds a complete line of filing 


cabinets and courthouse, bank and hospital equipment. 
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compensotes for ony kind 
of poper, ony etmospheri« con 
ditron 


wheels roises or owers print or 
poge Forget ol! centering tricks 


Printed Matter, Special Handling. An 
other stamp is made with the following 


Paid, Re 
Sackordered, 


words preceding the date: 


ceived, Shipped, Answered, 


Cancelled, Billed, Charged, Checked, De 
livered, Entered, Packed. Either stamp 
is $1.95 postpaid from above address 
PAPER CUTTER 
Michael Lith, Ine., 145 West 45th St., 


New York 36, N. Y. 


priced, professional type paper cutter for 


finnounces a low 


duplicating departments. The Michael 
14” Manual Paper Cutter is made of all 
heavy steel for long life. Its lever is 





balanced for easy cutting and automati 
cally locks with safety catch after each 


eut. The back 


and lock in any 


yauye is easy to move 
position on the perma 
nently ruled cutting table. Cuts up to 
al” hft of paper, costs $195. Comple te 
information from above address, 


PHOTOCOPY DEVELOPER 
Heeco-kwik Div.., 
ist, Ine., 586 
N. Y., 


oper 


Hunter Photo Copy 
Spencer St., Syracuse 4, 


makes Hunter Heeco-kwik 
for photocopy 


devel 
machines, It Con 
tains a long-lasting chemical that retains 
full developing strength within the ma 


chine for a full work week. This not 
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_—_- -- 


Customers 
tell us 


our 
Pull 


Fasteners 
are fun 


useful <= : 


Schlegel Pull Fasteners are lengths 
of tough ribbon tape, looped and held 
with a sturdy washer and two knots 

Ihey’re ingenious things used since 
1925 by lawyers, banks, architects, 
railroads, offices of all kinds to keep 
correspondence, records, and draw 
ings together. 


vy 























Easy to use—They slip tight, hold fast, 
loosen in a jiffy 
want them to. 

They keep papers together without 
tearing or crimping edges, in fact 
they keep all kinds of things together. 

But, Schlegel Pull Fasteners will 
not fire spitballs, cannot sting youth- 
ful secretaries, have no known office 
sporting value. 

They come in 14 sizes, cost almost 
nothing, last so long it’s hard to 
Mail your orders 


but only when you 


et ae 


measure their life 


How Schlegel Pull Fasteners Work 


a 4 
—yY ‘ y 
j / 


\r /, Ty \ 2 L/, 











‘Schlegel oisiv'si.:: 


Industrial Textiles Since 1885 
“Complete engineering service against weather” 


Tk 





ie 


16 











TAG ADDRESSING | 


LABEL ADDRESSING 
PRINTS POSTCARDS 


with “‘Form-Cut’’ Stencil 


All this and more with the ORIGINAL 


Hand Stamp Stencil Duplicator. At Of 
fice or Shipping Room Supply Dealers. 











MULTISTAMD 


4 STENCIL DUPLICATOR ff 


MAMUTIACTURED ONLY BY THE MULTISTAMP CO 








NORFOLK, VIRGINNA 











Secretaries Love it! 


THE LOW COST LIBERTY 
COPYHOLDER, Holds 
copy in full view 
makes typing easier 
speeds work! In 
handsome grey finish 
7’ by 9/2", 5° base 


ONLY a 
wey » send $ 1 .30 & 
Desk ; 

EACH 


BANKERS BOX CO. = 
720 S. Dearborn St. © Chicago 5, Ill 
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only doubles the economy of the devel 
yper Tor the average 


duces the total time 


user, but also re 
required to prepare 
the machine for work to two minutes 
per week { second finished copy can 
be obtained from a single exposed nega 
tive under certain conditions. This re 
duces both the cost per copy and th 
ime required for processing material by 
2%. Further economy for firms that 
use the machine for less frequent or lim 
ted amounts of copying is possible by 
redesign of the developer container. \ 
graduated marker on the container al 
lows using as little as one-third the usual 
quantity of developer when only a few 
copies per week are required. Used with 
the dry process Hunter 


any other 


Hecco-kwik, or 
photocopy machine, this de 
veloper produces extremely high-contrast 
black and white prints of any printed, 


typed, written or drawn material on 
transiucent or opaque 


we rht. 


paper ol any 


BACK-UP CARBON PAPER 


Consolidated Ribbon & 
2900 W. Medill Ave 


akes Challenge 


Carbon Co., 
Chicago 47, LIl., 
gack-l p 


Reproduction 





Carbon Paper for use in preparing copy 
f W tepri diaz photocopiers. It 
ikes th rigina | truly opaque to 
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The 


Pelouze Princess— 


the compact, accurate postal scale 


for every desk in your office 













Dependable, accurate 
easy to read shows 
exact postage for al 
classes of mail. Only 
4’ high, attractive 2 
tone enamel finish 
plastic base chrome 
platform all gray o 
gray and maroor 

Weighs up io | ib. by 
ounces Only $2.95 
even on West Coast 


Not just another 


cheap scale 
but one of a 
complete line of 
accurate postal 


scales for every 

mailing or ship 

ping purpose 
N-!| PRINCESS 

Size: 4” high x 342" x 2" wide 


Stocked by all leading stationers 


PELOUZE MANUFACTURING CO. 


1236 Chicago Ave Evanston, II! 

















Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 










NEW “Visi-Guide” ends pile-ups, press 
stops! Saves blankets, stock! Fits presses 
with Davipson DIAGONAL FEEDERS. In- 
stalls in 2 minutes, no drilling. Try 10 
days FREE. Write today! 


LITHO ENGINEERING & RESEARCH 
3237 Eostioke Ave. Seattle 2, Wash. 








J 
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What a Tel Kee System Means! 


Besides the convenience of always hav 
ing smooth working keys available, pro 
ductive time is saved and costly delay 
avoided when your keys can be 
instantly located and remember Te! 
Kee lets you use all locks—iocks that 
are meaningless if their keys are not 
‘controlled’! Write today for Free 
Catalog No. O-17 





The MOORE KEY CONTROL $y sev; 


P.O. Moore, Inc., 300 Fourth Ave., N.Y. 10, N.Y. 


SYSTEMATIZE EVERY DESK 


with the new axial alt Lie 


Reg. U.S. Pat. OF 


Amazing one unit memo ow bi 4 
organizer “‘never forgets 
to remember.”’ 





One Pxpaditer replaces al! slips of paper 


cluttering the desk Organizes important 
memos and notes in one place. Speed ork! 
Save time! Unit hold 100) lit-apart 
memo perforated at top ip to a halt 
year’s supply. Saves wasteful use of cost) 
tationery and forms for memo a for 
itself by promoting efficiency Put un 


Expaditer on every desk and see for your 
Only $8.10 per doz. (minimum order) 

Send No v4 We'll Bill You! 

“yoy ae CTION ASSURED 
Exclusively Soild (Est. 1937 
GOODYEAR PRINTING & STATIONERY CO 
270 Lafayette St., Dept. TF-3, N. Y. 12, N. Y 
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t 


NEVER EmPTY ~- NO CLIPS TO BUY! 


a 
F 


& you do s punch down 
firmly and PRESTO — popers 
ore securely held together 
menrmm LANSDALE PRODUCTS CORP 


INVITED BOX 568 LANSDALE, PA 


SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
Select Clientele 


CAN-PROG,.. 





te . . 
K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 

EFFICIENT 
NON-CORROSIVE 

POSTS FOR 
PERMANENTLY 
BINDING RECORDS 4 

IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 

ABLE FOR '/," 
5/16 & %"' HOLES 
EXPANSION UP TO 

7'/p INCHES 
Prices with full details on request. 


W. R. KLINE CO. 


1062 Stuyvesant Avenue 


PLANTS IN THE NATION 


$3.00 per coe $30.00 per cose 


STATI | 1220 WEST 6th ST 
K L CLEVELAND 13. OnI0 


STATIKIL—A DIVISION OF THE J. E. DOYLE CO 









Irvington 11, N. J. 




























produce copies as clear and readable “a 


the original. An original made with 
Challenge Bach Up carbon ean be filed 
without smudging or offsetting on other 


filed material. Manufacturers and users 


of whiteprint copying machines have 


carbon on 
Madi 


in 100-sheet boxes of 84%” x 11”, 15” and 


tested and approved this 





typed, printed and drawn copy. 


14” sheets; in reams of any size up to 
1H" x 44” - and in rolls up to 36” wide 





on 1” or 3” cores; in three finishes and 


three weights. Free samples, literatur 


and prices from above address. 


POSTAL SCALE 


Pelouze Mfg. Co., 1236 Chieago Ave., 
Evanston, Lll., is packaging its Y line 
Postal Seales in attractive all-color con 


tainers which feature a realistic picture 





of the product. The finely detailed like 


ness is reproduced by the’ exelusive 


Multi-Tone process of Stone Container 
Corp., Chicago. Printing is orange and 
black, against silver-on-white textured 
background, and the box is sealed with 
orange tape 

TT 
WHEN YOU CHANGE YOUR ADDRESS send us both old 
and new addresses. If we receive change less than six 
weeks in advance, there's an issue on its way to your 
old address. The post office does not forward copies 
unless you provide forwarding postage 
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SEE THE 10 KEY ELECTRIC JOLSON 
ADDING—CALCULATOR@ ASO 9971 


THE ONLY ADDING-CALCULATOR THAT 
PRINTS DECIMAL POINTS AUTOMATICALLY 
IN DIFFERENT PRE-SELECTED POSITIONS 


@ Direct subtraction and credit balance 

@ Automatic column shifting 

@ Bar for shortened positive and negative + 
multiplication 

@ (00) and keys save up to 50% 
operating time 

@ One Main Bar adds, subtracts, 
non-adds, sub-totals and totals 

@ Prints 200 figures a minute 

@ Capacity: 10-11 

Inquire about our outstanding office and portable 


writers. 
type Send for detailed literature and prices. 


ALMA OFFICE MACHINE CORP. (34, "Es 250, sTery 


"GOMMES a EFFACER’... 


—by Weldon Roberts 
FOR QUICKEST, CLEANEST ERASING 


Fifty million Frenchmen WON'T be wrong! When 
they buy “gommes 4 effacer”, they insist upon 
Weldon Roberts Erasers, world-famed for Correet- 
ing Mistakes In Any Language quickest) and 
cleanest. 
Superb quality, uniformity; convenient shape, 
“feel” and texture save typists’ time and tempers 
and your office overhead. Your stationer stocks 
Weldon Roberts Erasers exactly suited to your 
requirements — including the two “opposite” 
styles illustrated. 


WELDON ROBERTS RUBBER CO. 
$65 Sixth Ave., Newark 7, N. J 


World's Foremost Eraser Specialists 


i21 ELLIPTIC. Soft ery I addon Ro ents 
ellipti J 





rubber in handy 

cal shape. Excellent for 

all-around use. Especially 4 

effective for erasing int g istak in An Lan vage 
2020 MASTER PINK, Soft pink rubber, handy elliptical yi Correct Mistakes y cf & 
shape. Ideal for pencil erasing and cleaning; for general 
use and on drawings 
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_ of the Office 


Systems Conference in Calif. 





Pitney-Bowes Controller 
The San France 


] (hapter Ts ! edward V. Mi 
& Procedure Asst f Amer n ¢ Donougl nianage! 
operation with the Un ersit oz % of cost accounting 
fornia, holds its fourth annual syste at Pitney-Bowes, 
nd procedures conterence ee Mareh Tne appointed 
at the Mark Hopkins Hotel. Speakers 

topies will inelude syste i 


nal 


ecoutroller effective 
Apr | co Harold 


eoutrol 
paperwork s 


for small manutacturers, 


plification, el] 





( p, vice pres 
ectronics, punche 1 Cul nt for finance, 
and modern communications facilities has announced. He 
Registration of $10 includes all sessions, ceeds Frank H. 
luncheon and coy of proceedings, For Van Duzer who has 
et write John Mann, Owens-Illin resigne to beecor controller of Day 
Sanso S San Franciseo 4 trom, Inc. Mr. MeDonough joined PB as 
iy rk accountant in 1942, has su 
. re ad the pavroll department, directed 
IAA Conference ; 
 « mtior l the personnel depart 
The Insurance Accountants Assn. wv ment, and served three years in planning 
hold its 16th annual conference at the ur heduling before becoming manager 
Shoreham Hote Wa hington 1). , eT r t ecounting Tout Cars AL 
26-28. A product exhibit will be held is 


the hotel’s main ballroom. [AA has 60! 


25.000 Members in AIA 
rie nsul 


members in 


npson, CPA, of Rich 
( ; ( Balt T In became the 25,000th member 
isuil 77 
a t \me Cal Institute of Accountants 
{ 


S. Calif. Business Show 


il Secretaries Assr Inter The eighth annual Southern California 
national) announced that there are no Business Sho “ be at the Biltmore 
SY” Certified Professional Secretaries Hote Lo Angeles, April 12-15. Every 
the | S. with the greatest number ef s being expended by the Los 
! New York. | nos I’ is Californis \7 vyeles cf pter 1 thie Nat onal Assn 
Ohio na Michigan Chis total was f ‘(ost \ccountant sponsors of the 
reached when 2 PUSS the fourth I I t } t the finest display of 
nuns CPS « i natior The annual tw ‘ acniner and eq pment to better 
imy certilving§ test oper to quate Vaste t1Z routine work in the sma!l as 
men and women 25 years of age or older as the larger offices, For this reasoy 
s held throughout the country. Informa the show has always been of great in 
tion tfror National Secretaries Assn., : terest to the exe it es, oIhce managers, 
Kast 12th St Kansas City 6, M tant nd st lent throughout 
eh ] 


Due Orrice— March, 1955 








ot nC 


“W hy did it cost &276 to pul on a dime’s worth of paint?” 


Talk fast, mister! . Don’t worry, the to bring his cost picture back into focus 
foreman will—with plenty of explanations. Moral: a McBee Keysort installation 
3ut afterward he’l] take steps to cut paint- can give you comprehensive, accurate re 
ing costs back to where they should be ports on every phase of factory operation, 
And keep ’em there. and give them to you fast. On your desk 
Who’s the hero of this drama? Keysort by the 4th of each month. Important 
punched-card accounting. The boss learned interim figures weekly, or even daily 
through Keysort operation costing that Whether yours is a 100-man payroll or a 
things were getting out of hand in the colossus supplying the whole country. The 
Finishing Department. On certain opera cost? Surprisingly low 
tions the figures were far higher than There’s a trained McBee representative 
last week’s. Knowing the score—and know- near you. He’ll be glad to show you how 
ing it on time—the boss could move quickly it’s done. Or write us 


McBEE §@ Kin ‘yi: 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio vision « toyal McBee Corporation 
Offices in principal citte * In Canada: The McBee Company l Jartley ve ‘ 6 16, Ontario 











l 


— 
~ 
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of Southern California. Indications are 
that last 
more than 30,000 will be 


year. 


year’s record attendance of 


surpasst cj this 


r 


PSA’s Little Business Show 


The seventh annual Little |] 
Show of the Transcription 
Assn. of New York will be held at 
Schrafft’s 57th St. Restaurant, New 
York, March 14 from 6 to 10 p.m. TSA 
is 25 vears old and has a membership of 


178. Products of 22 exhibitors will be 


Supervi 


shown this year. 


Thanks for Prompt Payment 
L. P. Loekman, 


Kennedy Car 


secretary 
Liner & 
Ind., thought it w: 
should 


writing to only 


urer, 
Shelbvville, 
that his department 
and effort 
accounts. Companies that 
are the ones that nu 

job easier, So Mr. Le 

‘* thank 


yvou’’ letters 


pany that Kennedy sold 


which paid 


according to 


sales, Responses have been overwhe 
ing both in numbers and statements 


appreciation, 


Records Institute 


The 2nd Institute on Records Mar 


agement, offered in cooperation with the 


National Reeords & Archives 
will be held at 
June 20 to July 1. Fee is $50. L 
from Institute of Records 
American University, 1901 F St., N. W 
Washington 6, D. © 


service 


Hoover Commission 


A unanimous recommendat 
tend the 


organization plans, 


Presidential power 
which e 
1, was made by the Com: 

ganization of the Executive 

the Government in its progress 
This 
Herbert Hoover, ws: 


Congress. COTOMISSION, 


headed by 
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American University, 
terature 


Management, 


6 16, Ontario 


orts 


Eliminates Office Collections 
Members of the 


office manager’s department of 


supply division the 
Lumber 
mens Mutual Casualty Co. and affiliated 
Chicago, have 


Kemper companies, estab 


lished a contribution plan that eliminates 

ons. Contribution is 50 cents 
a month as a start on a voluntary basis. 
When the fund gets big enough, 


butions will be 


eontri 


reduced. which are 


Gritts, 
additional to the 


benefits prov ided by 


the company, will be purchased aeecord 


ng to the following 


schedule 


in hospital), $5; 


[Illness 
after three day births, 
: saries, from $5 for 10 
for 25 years service, 
from $5) after five 

to Ro for more 

cheduls 

of the department in 


No other collections will 


ipplies to 


Freight Payment Plan 

Bankers from 16 transportation cen 
Atlanta last 
freight payment 
plan of the Citizens & Southern National 


ters in the U me. met n 
month to diseuss the 
Sank. The plan eliminates ig checks 
to pay freight bills Ins 
stamped and deposited by 


collection. bank then transfers 
funds fron iipper’s freight account 
to the ecarrier’s account. The C&S Plan, 
inaugurated last June, has 48 carriers 


and 112) busine eoneer! embers 


New NABAC Members 
A roy 


stronger 
demonstrated by‘ 
oined the Natio 
tors & Contr 
month period end ny 
ciation’ tota bank 


exceeds 5,400 





€-Z SORT 


has the ANSWER 
to your PROBLEM 


eS es eel 


Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matter what 
keep, you will widen your controls, 


records you now 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us 
strate the advan- 


demon- 


fages you can 
with E-Z 


records, 


gain 

Sort 
tailor-made for any of your office or 
plant procedures. Write today for 
facts. 


E-Z SORT SYSTEMS, LTD. 


45 Second St., Dept. 3, San Francisco 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 


machine 


production has 


NEW BOOKS 


National Assn. of Manufac- 


{LLING ALL JOBS. 
York 17, 24 pp., 


turers, 2 East 48th St., New 


Free. 


xplanation of automation which 
that 


othiees are a 


An ¢ 


‘mphasizes workerless 


so-called 
Historical 
that 


increased 


jants or myth. 


xamples are cited to show every 
improvement which 


also increased the number 


of obs 


HOW TO READ FASTER, Dow Corning Corp., 


Midland, Mich., 16 pp., 10 cents. 
In comic book stvle, this booklet pic 
tures such basic principles as vocabulary 


building, reading span, sweep reading, 


comprehension of key words and word 


classes, it is 4c a copy for 


each for 100 or 


groups. For 


95-09 copies; 3e more, 


Teacher’s manual available. 


HOW TO DESICN A PROCEDURE, Office Manage- 
ment Assn.. S8& Victoria St., London S.W.1, 
England, 37 pp., 6 shillings. 


Six OMA members clearly describe the 


steps which be taken in studying a 


part icular problem 


may 
and creating a ¢leri 


eal procedure 


— 
gf 
- 
) 


— 


a - 
AN ~ 


El 
Tk 


(A 
(7 
\S. 


oe = 
“It's a gift from a customer. I'm afraid to 
plug it in.” 
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We Make Every Style of 
CHANGEABLE SIGNS 


M 
RR Baney 


Before order- 

ing any sign or 

designating board, write 

for our catalog and see how Acme 
Changeable Signs will save you money 
because they never become obsolete. 


Directory Boards (with changeable letters or 
name strips) and Bulletin Boards in all styles 
for wall or floor mounting, metal or wood 
frames, any size and shape, any color 
with or without glass. Also changeable 
name plates for desks or wall mounting. 








. : DIRECTORY 
CORP. 
37 E t2th 9 _ * York 3, N.Y 














Substantially Reduces 


NOISE 


of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 


Mammoth Ink Conversion Roller 


NOW you can get 
Lithographic Press 
RESULTS! 


from your 
Model 1250 
Multilith 


Mammoth Rollers are machined to exacting tolerances 
with entire ink surface precision ground with copper 
ink surface. Ink adheres better and there is no chemical 
reaction caused by fountain solution as on other metal 
finish surfaces. With a Mammoth Roller, your Multilith 
can out-perform many presses three times its size 
Simple to install in a few minutes 

Supreme Model $49.95 (Copper Inking Surface) 
Check with order saves shipping charge of $1.95 


EQUIPMENT DISTRIBUTOR AGENTS WANTED 


PEMBERTON PRINTING CO. 
835 W. Olympic Bivd., Dept. O, 
Los Angeles 15, Salit, 


New CLEAN way to 
Moisten Envelopes 


MOISTIN moistener 


The 1eW CLEAN and 
SURE way to moiste: 
envelope tan label New Exclusive 
ete JUST ROL L. IT « Moisture Control 
ON! No messy part no 
ponge queezing Me- 
— ally con +d acted - roll an even coat 
OW eV 1y aliways ye 
» ’ f 
keeps hands CLEAN and ~ 
DRY! A must for every 
office, home or shop! 


The only moisten 


er guaranteed to 


water on the 
surface each and 
every time 
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See your Stationer or wrile 98c each 


MFD. BY BERNAY PRODUCTS CO. 


412 S. Wells S$t., Chicago 7, Ill., WAbash 2-2636 








SADA 2-drum ream 
stencil duplicators 


NEW 


Model 14 
@ Metered, fully automatic 
Electric Model 2000. 


@ Amazing features at 
Electric Model 14. 


@ Hand-driven Mode! |3. 


Large Production 


EXCLUSIVE NATIONAL DISTRIBUTORS 
WANTED FOR THE U.S. AND CANADA 


inking — 


low price — 














For a demonstration and negotiations, write to 


ELMER BREWER, 40 East 23rd St. (5th Floor) 
New York 10, N. Y. 


SADA Soc.p Az, Duplicatori e Affini, Piazza 
S. Maria Beltrade |, Milan, Italy 





SPOTLIGHT FOR ACT/ONW 


WITH 


SIGNALS 
and MAPTACKS 


\ ZF 


SEE YOUR OFFICE SUPPLY DEALER 


George 8. Groff Co., Cambridge 40, Mass 


\ = SE 





ul 


RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 


the new Telescopic Eyeguide: $1775 


TAX EXTRA 


FREE TRIAL OFFER. Write, asking us to send you ° 
o RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days 


4209 39th Street, N.W. 
RITE-LINE CORP. Washington 16; D.C. 








SCHWAB’S NEW 
FIRE AND BURGLAR 
RESISTING WALL SAFE 


(Th 
ea 





The Schwab Certified Label at- 
tached to the door of each safe 
Customer's guarantee that this 
has been furnace tested for one 
protection, at 1700° temperature, 
Dimensions: Wide High 
Outside 13% 10% 
inside 92 6 13 
Finish Smooth Gray—Shipping weight—50# 


THE SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 


is your 
wall safe 
hour fire 


me 
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National Assn. of Cost Accountants, 
National Conference **,°). 


{ Astoria Hotel, New York, 

& Exhibit Calendar Tune 19-23. 

Western Joint Computer Conference, National Office Machine Dealers Assn., 
Statler Hotel, Los Angele s, Mareh 1-3. Denver, June 26-29, 

National Office Furniture Assn., Conrad National Secretaries Assn., Read House, 
Hilton Hotel, Chieago, March 20-23, Chattanooga, July 21-24 

National Microfilm Assn., Sheraton National Stationery & Office Equipment 
Plaza Hotel, Boston, March 24-25, Assn., Conrad Hilton Hotel, Chicago 

Independent Cash Register Dealers Oct. 1-5 
ASSsn., Kdgewater Jeach Hotel, Chi 
cago, April 1-2. 

Southern California Business Show, [Lilt 
more Hotel, Los Angeles, April 12-15 


National Assn. of Bank Auditors & Con 
trollers, Denver, Oct. 9-13 


Systems & Procedures Assn. of America, 


: ; Sheraton-Cadillae Hotel, Detroit, Oct. 
National Assn. of Credit Men, Conrad 
' . 10-12. 
Hilton Hotel, Chicago, May 8-12. 
Institute of Internal Auditors. Sheraton National Institute of Governmental Pur 
Plaza Hotel, Boston, May 15-17. chasing, Shoreham Hotel, Washington, 
New York Stationery Show, New Yorker D. C., Oct, 16-19 
Hotel, New York, May 15-20. National Business Show, (th & 7Ist 
National Office Management Assn., Royal Regiment Armories, New York, Oct 
York Hotel, Toronto, May 22-26. 24-28 
Canadian Office Machine Dealers Assn., Insurance Accountants Assn., Shoreham 
Windsor Hotel, Montreal, May 26-28. Hotel, Washington, D. C., Oct 4 





READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
seseeeee ALWAYS AT SEE LEVEL ---++- 


The Read-A-File Cabinet is a protective file that keeps 
stencils and plates wrinkle-free. It permits full-length 
inspection and quick access to any one of up to 400 
stencils or 200 = The hanger unit, with 50 clips, 
rides on ball beari Each clip is on its own rod and 
can be removed wi - disturbing the others. It's new 
and different. 
DEALER INQUIRIES INVITED. 


METAL SPECIALTIES, Incorporated 
rel PMS Me me ee MT eocccccees| 











- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


_—-. © 


FEDERAL 
1v¥3034 


OS. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


FEDERAL 
Wwu3did 
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\GNEWS of 
J) the Industry 





Columbia Officers Heads GBC Sales 





John M. Kuhn 


sales syste 
vanization, 
ounced the open 


oftics 


Henry B. Holmes 


boar 
growth 


in doubl 


pany 
departments 
dent in 


if the 
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World's Finest Duplicalors 


AT THE WORLD'S LOWEST PRICES 


Int oductng 


SPEED-O-PRINT’S 


LIBERATOR MODEL 3OO ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. @ CHICAGO 13, ILL. 





Smead 
“Quality above Comparison”’ 















ROPOSA VER 
PLAID HOUSEHOLD FILE PRESSBOARD BINDER COVERS eee oe 


. (in mony colors and finishes) DESK FILES 
Two-piece covers — cloth hinge — 
Also furnished gift-wrapped punched for stondord fastener (Printed or celluloid tabs) 
centers. 





von ff TING) 


1, This leather-like material re- 
sists oil, ink, finger marks, 
stains ond dirt of all kinds 








2. An abrasion resistance test 
shows leather-like material to 
have a 9 to | advantage over 
ordinary red wallet stock. 
Color will not rub off on cloth- 
ing in a humid climote. 


Ww 


4. These containers have what is 
needed — wear resistance ond 
Oppecrance. 






LEATHER-LIKE 
VERTICAL FILE 


LEATHER-LIKE 
EXPANDING FILE 





LEATHER LIKE 
EXPANDING WALLET LEATHER-LIKE SUPER POCKET 
(With GLYD-LOC or tape tie) “The All-Purpose File” 


From the very first item to the present line of over 3,100 stock items, we have concentrated on craftsmanship and 
the finest quality and grades of raw materials, making our line an outstanding quality line. We have 5 separate 
factories for your protection ond added service. Write for our catalog. We also invite your inquiries for 
specially mode products. 


THE 


mead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 











Mayor Frank P. Zeidler of Milwaukee (right), 
presents certificates to Howard W. Herbruck 
and Harold A. Sickmann, branch managers 
of the new Paterson, N. J., and Tulsa, Okla., 
offices of Manpower, Inc. John H. Frank 
Manpower's executive vice president, is at 
left. The six-year-old firm operates in 42 cities 
supplying temporary help to business and 
industry. 


and a branch piant aft Mt ()] e, | 
The company has recognized 


expansion of sales activities, both 





and consumer, with Mr. Hanna a 


father, Luther R. Hanna, plaving 


portant part in that expansion progra 

since 1939 when they joined the organi 
zation. Norman L. Hanna join the 
rganization as a dealer contact man 
with offices n Indianapol s, to strength 


en the dealer organization when his 


father joined the local company, In 1941 
he moved to Holyoke as dealer srile 
anager and continued to build) and 
rect sales and activities of an expand 
ing dealer organization covering 12 


stutes. Last month he stated, ‘‘Our deal 
er organization has many loval and 
active dealers whose contribution to the 


growth of our eompany has been, and 


will continue to be, tremendous. Our 
lovalty to the dealer group ~ mques 
tioned. Since our company’s inception 
in ISSS8, sales have been made by con 
sumer salesmen in metropolitan New 
York, northern New Jersey, Rhode 


Island, Connecticut and Massachusetts 
We intend to preserve existing bound 
aries between our direct sales offices and 
the rest of the nation where hundreds of 


lealers sell Hano products. Our faith in 
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Heads 


Cliffor W 
yer } Deel! 
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sales inager 
Allied urby 
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r . nage! 
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heer tl hte 
John Ur ! T 
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Carbon & Ribbe 


Allied Sales 


Regal General Manager 


Jur ] Tt } 
to the comy 
manage! ! ( 
mii ter 
pertaining f 
compan rine 
typewriters. He 
Rova n 1047 
n New Yor 
tional aecount 
York group 
treasurer n 1% 
trator in 19 
iver of he rai 
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The annual dinner of the New York Office Appliance Managers Assn. Newly elected officers 

are Al N. Seares, Remington Rand, Inc., president; Charles J. Hartle, International Business 

Machines Corp., vice president; John E. Moore, Monroe Calculating Machine Co., secretary- 
treasurer. 


Albert Blake Dick Jr. Awards Class B award, The C division winner 

Poy arr a es nd a regional at vas John R. Rembert Co., New Haven 

‘ le , een ; . stributor since 1932; and Class D was 
ni ¢ 1054 Albert Blake Dicl “A Dakota [‘ypewriter Exchange, Rapid 
Awa ‘ 4 distributor — vent {iit S. D., distributor since 1940. J. G. 
to Mimeograph (i Atlanta tributor (’, Creal won an award as leading region 
since 1948, 8 r Company, Oklahoma manager, and W. H. Bushing 


ceived the Vv! vinning district manager. 


«o ELIMINATE 
ql| EXECTOR WHEEL 


STREAKS 


even over solid printed areas 





FITS ALL 1200-1250 ‘2 


MULTILITH PRESSES Now, for the first time, you can do away with all printing 












- streaks due to ejector wheels running over printed areas 
This simple, but ingenious new STREAK ELIMINATOR is a necessity 
for every Multilith press. Simply insert wiper pad, squeeze on some 
| SNAPS ON IN A JIFFY! | cleaning fluid, and merely snap on STREAK ELIMINATOR to 
Ejector Wheels (as illustrated above). Multilith presses are now 
' ready to run free of Ejector Whee! Streaks. Besides the obvious 

savings in running time, you can DO AWAY WITH PAPER WASTE by 
printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 

| CUTS RUNNING WASTE! | ELIMINATOR will pay for itself on the first few jobs you use it 
UNCONDITIONALLY GUARANTEED 

N's ° no1L.0.caarnic corr. 

THE EJECTOR WHEEL STREAK © ~ ‘ e ROLL-O-G . 
ELIMINATOR comes complete \ \ % : 133 PRINCE ST., N.Y.C . 
with a full year’s supply of pads, - \ . © DEPT OF e 
plastic squeeze bottle, and a gen- \ \ VY computt e Gentlemen * 
erous supply of STREAK ELIM- ‘ unr ® Please enter my order for sets of § 
INATOR FLUID Additional iS $A95 ® Ejector Wheel Streak Eliminators. I e 
wiper pads can be reordered , e understand this unit is completely ana ® 
through your authorized ROLL- \ omer ® unconditionally guaranteed . 
O-GRAPHIC dealer. ; . NAME TITLE : 
MANUFACTURED BY ® co e 

: ADDRESS . 

o 

,. 


ROLL-0-GRAPHIC EP, SOUT GT U.Y.G. Sccssncssscecssucscoseuscsstoes 
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Quality materials and supplies for 


Carbon and Ribbon Manufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 


Moller wat = Corp. 


21 WEST STREET NEW YORK 6,N.Y..U.S.A 














Rogersnap General Manager 
Henry 


been 


Brent has 
elected exec 

tive vie pres ent 
l 


ant general mar 


ager of Rogersnap 





Susiness Forms Co 

Mr. brent oine 

Rog rsnayp three 

years ago as sales 

engineer and has 

heen instrumenta 

n Rogersnap’s r Henry Great 
cent rapid growth. Rogersnap is the larg 
est home-owned and manag manufac 
turer in North Texas of carbon inter 
leaved snap-out business forms which 
they sell and distribute nationally 


Gilbert Officers 


Following the annual meeting of Gil 


bert Paper Co., Menasha, Wis., T. M. 
Gilbert, president, announced the follow 
ing changes in officers. William Gilbert 


typewriter keytops?... 


*“YOU CAN STOP LOOKING. 


{ inn en 
ii Al il ¢ 


assortment ot pla 





PEARL ENGRAVING CORP. 
36-40 WEST 29TH STREET, N. Y. 1 
MURRAY HILL 6-1898 
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hed . e pr lent n director of 
pur hasing. N. 7 Gilbert becomes vice 
nt nd tor of iles. T. ¢ 
( T I electe ‘ pres dent and 
i manager J D. Schmerein was 
( eted secretary assistant sales 
unager. A. C. Ha 1] continue as 
treas i 


Friden Promotion Manager 


Jack H. Lund has 
commenced duties 
is SH1e8 promotion 
manager of hy 
Cale llating Ma 
chine Co. Formerly 


Minneapolis-St. Paul 





district manager, 
Mr. Lund has been 
associated with Fri 
den since 1939 
, Jack H, Lund 
when he joined the 
San Francisco office as a salesman. He 


the sales leaders 


aAmony 


—— TYPEWRITERS ——— 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 


Hand or Electric 
ROUGH or RECONDITIONED 


was consistent ly 


Write for Prices 
Also ask about our ADDOMETER 
and subtracting machine that 
and pays you up to 2% profit 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 
301 W. Monroe St., Chicago 6, Ill. 


the adding 
retails for $14.95 
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and bes 
ation of 

BR. C. 
Friden 


‘ame noted as an expert in app 


calculators to work 
(Bob 
district 


ager of the 


specific 
Lindgren, 
ger, became 


manag man 


Computyper Division. 


Nepeo Quality Control Dept. 
F. M. 
technical 


Paper Co. is now 


Truesdale, formerly 
Nekoosa-Edwards 


manager of a 


service for 


new ly 


established quality control department. 
He came to Nekoosa-Edwards in 1949 as 
sales service representative. His work 
n investigating complaints, processing 
technical inquiries and general customer 
service led to appointment as technical 
service direetor in 1952. Now he will 
supervise developn ent and maintenance 


of adequate production specifications and 


assist operating departments in process 
delivery of im 
Ed Neuberger, 
Nepeo’s technical 


a quality observer, 


and procedures to insure 
proved quality paper. 


with long service in 
department as 
under Mr 


group working 


will, 
head the 


] 
as qual 


Truesdale’s direction, 


on specifications 


ty control supervisor and act as liaison 


between testing, inspecting and manu 





The Fox Typewriter which Bruce Barton used 
for his early writings was presented by Francis 


W. Hatch, vice president, Batten, Barton, 
Durstine & Osborn, Inc., to F. H. Caswell vice 
president and general sales manager of F. S. 
Webster Co., marking the 45th anniversary 
of advertiser-agency association. L. to r., Mr. 
Hatch, Laurence O. Pratt, BBD&O vice presi- 


dent, Mr. Caswell and V. Stoddard Bigelow 
treasurer, F. S. Webster Co. 
THe Orrick March, 1955 


EK | Paso, Texas, 


director of 


So that’s how you do it 
—with AW.FABER 


Se 


The neatest trick a new 
Typist or Secretary can 
is the EraserStik 


learn 
habit. 


You'll save yourself 
many bad moments of 
criticism if you make your 
erasures with EraserStik— 
clean and quick, without 


a ghost showing. 
This 


ener. With and 
brush. 


You'll turn out 


letters and win executive 
approval if you use Eraser- 
Stik. Get some today. 


*For best 


about 3/16”. 


PENCIL CO., 


\ 

\ 

a ry 

, UD 
— - 


white-polished 
beauty is encased in wood 
and shaped like a pencil. 
Easily sharpened by pen- 
knife or mechanical sharp- 


performance 
expose rubber point 


} 






SERVICE) U.S.A.7099 


(ALL 


without 


Avice) v.8.A.7099B 


cleaner 


ALL SE 








TIK 











S 
D 
x 
uJ 
D 
ct 
a 
ow) 
ox 


A.W. FABER-CASTELL 


SER 


INC. NEWARK 3.N. J 











Spirit MASTER UNITS | 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 





“erm «SCC CARBON COMPANY 








a 
GENERAL OFFICES e SKOKIE, ILL. 
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quality 


s0b 


facturing. Other n the group 


Claussen. 


Mr. 


are Clem Ojlsehlager and 


Lawrences fandt, who has assisted 
Truesdale for several vears, will releve 
hin if much of the customer contact, 
particularly in fleld investigation, as cus 
tomer service representative. Clinton Me 
Coog was named assistant supervisor of 
the company’s print shop. 


Royal's Canadian Director 


F. P. Ryan, presi 
dent, Roval Type 
writer Co., an 
nounced the ap 
pointment of Ken 


reth L. Johnson as 


vice president and 


director 


managing 





of their Canadian 

operations, Prior to 

joining Roval, Mr. 

wane L.. SoNIOR Johnson was asso 

cinte with a large paper mill in a di 

reed capacity and previously with a 

printing organization, K. A. Jarand 1s 
ce president and treasurer, 


Cel-U-Dex Sales Manager 


Aibert J. Sabal has been promoted to 
general sales manager by Cel-U-Dex 
Corp. For the past year, Mr. Sabal has 
been Cel-U-Dex export manager, travel 
ing the Central and South American 
countries. The export vacancy will be 
filled in June. 

McBee Sales Headquarters 
McBee Co., division of Roval McBee 


Corp., has transferred its general sales 


headquarters from New York to Athens, 


Ohio, where the firm’s home office is also 


located, In announcing the move, H. C. 
Davis, McBee president, explained the 
general sales headquarters is now cen 
trallvy located to better serve the com 
pans ’s sales offices in principal eities 
throughout the U.S. and Canada. Prinei 
pally affected by the move were: EK. H. 
Gibson, general sales manager; R. J. L. 


Me 


Lee. sales promotion manager; R. C. 
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Harold Wickstroem, Swedish 
office machine designer, at- 
tended the semi-annual meet- 
ing of Facit, Inc. district sales 
managers to discuss sales plans 
for Facit Calculators, Odhner 
Adding Machines and Halda 
Typewriters. L. to r.: Louis M. 


Merlano, northeastern man- 
ager; Ernst Harboe, midwest 
manager; Bengt Ljungquist, 


service manager; Joseph West- 
lund, New York salesman; Karl 
Siewart, vice president and 
west coast manager; Erick A. 
Ohlsson, president; Mr. Wick- 
stroem; Carl Gronhagen, south- 
western manager; Sender Jaari, 
sales manager. 


manager oF customer relations, 


ia 


Cormick, 
who have transferred their activities to 


Athens. 


Spot Carbon Products Expands 


Keeping abreast of their constantly 


increasing business, Bernard and Samuel 


Riee, co-owners of Spot Carbon Products, 


56 Lafavette St., New 


York, announced 






CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 4%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 84" sheets. 











Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
\ WESTERN REP.— HARRY HENKEL ASSOC, 1355 MARKET ST, SAN FRANCISCO 





additional 


installation of equipment to 


handle their hot wax spot carbonizing 
and printing business sernard Rice 
stated, ‘*The new equipment will enable 
is to expedite production Over the vears 
we have beeor known for unusually 
prompt deliveries, an achievement which 
wi have guarded zealously. With the 
help of our talf of speciali ts, and con 
stant addition of new equipment wi 
will endeavor to keep our standards of 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 
punch for indi- 
viduals, home, 
office and industry. Light pressure of thumb 
punches clean 4" hole instantly in paper, light 
cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 60 cent list. 






MODEL 100 Punches ’" 
hole, 4" from binding edge 


y 
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TYPE GLEAMING MADE EASIER 


with the amazing 


th 







Typists ond business bf CLEANS 
machine operators wont © Typewriters 
"Nora Plastic Type Cleoner © Billing Mochines 


i's eoty 10 vse—n0 mens 
— no liquids to spill 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
free temple sent woe request write to 
NORTA DISTRIBIITING COMPANY 
1165 Broadway, New York 1, N. Y. 








STEEL TYPE 


AND 


TYPE WHEELS 


Serving large Office Machines manu- 
facturers for over 50 years. Send us 
your specifications for quotations. 


HULSE MANUFACTURING 
COMPANY 
Geneva, N. Y. 





SEND FOR OUR PRICE LIST 
Serving The Trade Since 1925 
TYPEWRITER EQUIPMENT CO., INC. 
409 LaFayette St. N.Y. C. 3, N.Y. 














CASH REGISTER 


PARTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E—E. EVERGREEN ST MT PROSPECT, ILL 


190 




































ghest level.’’ 


the 


craftsmanship at the hi 
Spot ¢ Products 


only printing and 


serves trade 


‘arbon 
with complete carbon 


izing service under’ one roof 


Cash Register Manager 

The 
of H. O. 
a8 sales 
of the Cash 
ter Division 
C. Allen 
Machines, 


announced by K. P 


appointment 
Whistler 
manager 
Regis- 
of R. 
Susiness 


Inc., was 


Phelps, president of 


the firm. Mr. Whist : 

ler, well-known in H. O. Whistler 
the business ma 

chines field with over 30 years experi 


cash registers and 
has been prominent in the National Of 
fice Machine Dealers and the Inde 
pendent Cash Register Dealers Assn. He 
started his , selling cash 
Later he 


ger, sales agent, 


ence, 18 @ spec alist in 


Assn. 


career in 1932 


became an office man 
district 
several years owner of the 
cessful Fort Worth Cash 


Fort Worth, Texas. He now has responsi 


registers. 
representative 
and for suc 


Register Co., 





Herbert F. Bruning, president, Charles Brun- 
ing Co., at switchboard of their new, high 
speed giant paper sensitizing machine which 
cost $100,000. Machine produces smoother 
photocopy paper, free of coating cockle, and 
assures greater uniformity in coated papers. 
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MANUFACTURERS 
EXPORTERS . ++ To Latin America 


Don’t Overlook This Growing Market | | | 
For Office Supply and Equipment Sales. | | | 


MONEY TALKS! Look at these official statistics for 


only one month’s exports. Then give serious thought 





to your own overseas trade. 


American manufacturers during last October (latest 





‘ | 

figures available) exported: HHH 
| 

' 


$89,629 of adding and calculating machines to Mexico. 
$20,017 of pens and pencils to Ecuador, 

$181,387 of new typewriters to Colombia. 
$117,619 of carbon paper and ribbons to Venezuela. 
$31,888 of metal office equipment to Honduras. 


~~ 
3 











PEP PP LPL LLLP LL LO LL LOL LE LOL ELL LOL LO LLL LLL LLL LLL EPL CL RS 


These figures are random samples for indi 
vidual countries. Annually the entire Latin {a 
American continent will absorb a very 

impressive volume of your products. There ° 4 

are 19 countries in Latin America where Ter rartel 
all the ofice equipment and stationery im- 
porters, distributors, dealers and larger 
users receive La OFICINA. They keep it, } 
refer to it as a guide and reference all 
year long. 


mevisTa oF EQUIPOS PARA OFICINAS SD 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your products in the 
1955 La OFICINA. Its advertising rates 
are low—its coverage is complete. Your 
advertising in La OFICINA is basic to 
establishing and building a profitable Latin 
American trade. 





Send now for more detailed information on circula- 
tion, advertising rates and a copy of the last issue. 


OFFICE PUBLICATIONS company 
232 Madison Avenue . New York 16, N. Y. 


i, 
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' ty for triputior snles prow otion 


and sales training for the re-designed 
an newly enlarged R «, Allen cash 
res ter ! 


It became necessary in January for 

i Acco Products, Ine. to close its factory 

CAL PCIISS UP TO - = n Ogdensburg, N. Y., for an overhaul of 
13 cetaaene the heating plant. Work was rushed and 
require only two weeks to complete, so 

that Acco was able to reopen early last 


onth. The loss of production was made 
up rapidly and the shipping of Acco 


orders is being handled without delay. 


| Borroughs General Manager 


Phe appointment 
of George Bennett 
as general manager 
of Borroughs Mfg. 
Co., Kalamazoo, 
Mich . Was “an 
nounced by Douglas 
IK. Roby, president 
of American Metal 


Products Co. Before 








his appointment at 
Borroughs, a sub George Bennett 


a 


sidiary of American Metal Products, Mr. 


Bennett was assistant to the vice presi 











10x11x21 | 


Len Rempala (left), Office Furniture Clear- 
ing House, and L. P. Fraser (right), Indexing 
& Equipment Co., both Chicago, received 
miniature 14-kt. solid gold safes from H. G. 
Johnsen, Gunvir Industries, Chicago, dis- 
tributor for Meilink Steel Safe Co. Dealer 
FABBRICA ADDIZIONATRICE ITALIANA s salesmen get award for selling a Meilink 
. MILANO -ITALY A Label Safe. 
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“He wants to know where he can get a 


Osu R 1-for-All refill for his ball point pen!” 
e REDUCES INVENTORY 


e INCREASES SALES 
and PROFITS 


Fits Most Ball Point 


Pens! 
AS ADVERTISED in 


Order rom 6416) °: STATIONER 


IMP ANT Chee a, a 








© FISHER PEN © 





AUTOCOPY 


. 

Cleansing Cream 

Hectograph, mimeo and dupli 
cator ink stains removed in 3 
seconds! Pleasant, effec 
tive! Kind to hands; won't 
injure nail polish. Avail! 
able in 6 oz. tubes, '/, |b 
jars, | Ib. cans or jars 
Dealers write for com 
plete catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Illinois 
150 West 26th Street, New York 1, N. Y. 


SAMPLE of AUTOCOPY CLEANSING 
CREAM will be sent to you FREE 
OF CHARGE—Just fill out Infor- 
mation below: 


Name of Company 





Address 
City & State: 
Name & Title 
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SHEET 
PROTECTORS 


For 2- and 3-Ring 
Binders 


*METAL 
EYELETS 


— an exclu- 
sive Amfile 
feature 


They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter-size papers. 





A one-inch ring 
binder holds up to 25 protectors. Made of 
heavy gauge, non-inflammable acetate. Size 
11 x 81/2". Packed 25 to a box. 

If your dealer doesn't have them in stock, 
send us his name and we'll see that you are 
supplied promptly. Write for circular. 


AMBERG FILE & INDEX CO. 
Filing Specialities since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


TYPEWRITERS 
ores a 


REGALRITE BRAND 
RIBBONS AND CARBONS 


+ 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best hy Test—Best for Less 


’ 
REGAL TYPEWRITER COMPANY, 


200 HUDSON ST., NEW YORK 13, 6". ‘- 
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Your typewriter*speaks 


ina WHISPER with 


IL ALATIER 


You can make your office quieter and 
more efficient by placing Kil-Klatter pads 





under all your typewriters. Your typists 
make fewer mistakes, and office 
efficiency will go up as Kil-Klatter pads 
absorb the shock and deaden the noise 
of typing. Fits all typewriters 


will 


Absorbs the shock and deadens 
the sound of typing. 
Made from genuine OZITE felt, 
with dent-proof top and 
skid-proof bottom. 

Fits all typewriters 
and other office machines too 

$g2s 


AT YOUR STATIONER OR 
OFFICE SUPPLY DEALER 


KIL-KLATIER 


Site aii iy aii i aie i ai iil 


THE SCIENTIFIC TYPEWRITER PAD 





“The Answer to a quieter office 
may be under your typewriters” 
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lent of production. Prior to his joining 


American Metal Products, he was execu 
tive vice president and general manager 


at Harold F. 


sultants. Traey Call, who has been acting 


Howard, Management Con 
general manager at Borroughs, will con 
tinue as controller, and Joseph EF. Davis 


as sales manager. 
NSOEA Appointments 
The 


stationery 


Naticnal 
Equipment Assn. has 
s3urbank to the 
executive 
3urbank became 
1946, NSOEA 


ship has grown from 1200 to 


executive committee of 
& Ofhce 
promoted Paul E. newly 
created 
dent, 


eral 


position of 
Mr. 


manager in 


vice presi 


a ‘o ve 
inc¢ gen 


member 


3500 and 


many new have been added. 


services 


LOG 





Pe 
Pau! E. Burbank Homer B. Lay 
Over 6000 attended regional meetings 
last vear and 10,000 were at the na 
tional convention. Homer B. Lay of 
Wichita, Kans., associated with the in 
lustry since 1946, is now manager oft 
the Washington staff, also a new posi 

tion, 
Rubber Band Marketing 

Plymouth Rubber Co., Canton, Mass., 
has published a folder, for distribution 
by wholesalers, which explains why 
Plymouth Rubber Jands are sold only 
through legitimate wholesalers. Its pu: 


pose 1s to explode the theory that direct 


buying is a privilege and it has space 


for wholesaler’s imprint. 


Baltimore Managers Elect 
Paul M. Harrod was elected president 


of the Baltimore Office Equipment Man 
agers Assn succeeding Emmitt Voelkel 
Mr. Harrod is president of Paul M. Har 
rod Co., agent for A. B. Dick Co. Horace 
Berean of Diebold, Ine., is viee president. 
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Y-&-E Under New Control 


Yawman & 
Mfg. Co. was 


Sterl 


es n 
birbe 
purchased bys 
ing Engine Co. An 
nouncement of the 
snle ot the eon 
inv ’s eommon 
V made by 
Douglas W. (7A! 
ll, newly elected 
resident Yawman 
kirbe, in its 75th vear, will continu 
the manufacture of ste lesks, filles and 


filing supplies. Mr. Gambrill, formerly 
secretary 


and -E 


facturing Operations and aim to 


treasurer, emphasized that \ 
will maintain its present manu 
further 
capitalize on every opportunity to ex 
Robert 


Russell, president and ehairn an of Sterl 


pand. Chairman of the board is 


ing Engine Co, Charles W. Schreiber is 


executive vice preside nt. 





YPO Elects Nathan 


Sevmour L. Na 
than, president, 
Charles S. Nathan, 
Inc., New York, 
was elected a men 
ber of the Young 
Presidents’ Organi 
Zation Mr Nathar 
became president of 
his company 


1950 at the age 





= Seymour L. Nathan 
ri All YPO mem 
bers, numbering more han 7 +] 
States an one province of Canada, sin 
lerly became top execut es before 


reaching 39 


Royal Portable Appointments 


W. H. Beekwith, portable sales man 
ager, for Roval Typewriter U0., an 
nounced four new appointments within 


his organization 


Los Angeles 


Wilford F’, Spencer, 


standard machine salesman, 





Experienced buyers of business machines 
recognize the importance of obtaining 


It pays to be 
MOTOR CONSCIOUS 
when buying 
business ia 


Sangamo Company Ltd 





Canada 


quiet, dependable operation. This ac- 
counts for the increasing preference for 
office appliances driven by special appli- 
cation Lamb Electric motors . 
for long-life and trouble-free performance 


THE LAMB ELECTRIC COMPANY 


. known 


OHIO 


Lamb Electric — 


KENT, 


Division of 


Leaside, Ontario 


= Pymb Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER 


MOTORS 
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BANTAM MODEL 
EXACT-PHOTE-COPY 
ORY PROCESS UNIT 


NEW! 


| 
Gives you DRY photo 
copies in your own of- 
fice or plant in seconds. 


Light Weight 
. .. Portable | 
low priced $200. Bh. 06060 o6IER.~ -cSOQUERAUEENENUE IED 


at only 
Use it anywhere. 100% portable. Weighs only 22 Ibs 











! ONE UNIT DOES EVERYTHING 


and does it automatically! 





* Simple to operate 
* Get 60 to 90 copies 
per hour 


* No darkroom 

* No fumes 

* No washing 

* No fixing ¢ 9° wide x any lengti 

* No drying * |-side or 2-sides 
MADE IN U.S.A. LIFETIME GUARANTEE 











WRITE FOR FREE CATALOG 
GENERAL PHOTO PRODUCTS CO., INC. 


15 Summit Ave., Chatham, New Jersey 


ZiP-O-RITER 


Addresses Directly 
from Card 











Files 


Writes 
Headings On 
Work Sheets 

Accounting & 

Tabulating 

Forms 


ae 
= 
INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 





Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 








Specializing im the manufacture of dry and 
process phot py equipment & supplie 1382 SO. BROADWAY DENVER 10, COLO. 
AD \ 
[ PAYMASTER || 






—— | 


| 








PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘'Outlook Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im 

proves personne! relations 

Send us check you now use and we will submit 
sample Paycheck ‘‘Outlook’’ Envelope and prices 
based on your estimated yearly requirements 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelope 
ww b L- y 
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COTTERMAN TUBULAR 
WELDED STEEL 


vy SPECIAL OFFER! +< 


Two Leading German 

Office Equipment 

Journals, at reduced 
combination rate! 


*“*BUEROMARKT'’ (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
"DAS RATIONELLE BUERO"’ (The 
Office) monthly, printed in GERMAN 


Rational 
$9.55 


combined only $13.00 


These vita! Trade Jour- 
nals keep you up-to 
date with the German — European Office 
Appliance market. In regard to subscriptions 
American 


Annually 
Postfree 


or advertising rates contact our 


Representatives 


ATLANTIC SERVICE AGENCY 
136 Liberty St. e New York 6, N. Y. 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN 


Aachen, Germany 
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the economic tv of the small inde 
marnhhant Wa lhalawva 


stab 


that 


nonarant 











n portable representative for the 
Jacksonville and M Fla. territory. 
Harold D. Peters is the me portable 
representative n Oklahoma City, Tulsa 
ind Wichita, Kans. Raymond J. Mattli 
has been selected to contaet Roval port 
able dealers in New Orleans and Hous 
ton. J. E. Hill, formerly Roval 
typewriter Alesman in Omaha, \as 
transferred to the portable lepartinent 
there is portable representat ( n 
Omaha, Sioux City, Lineoln, Nebr. an 
Des Moines, 


14 in a Fisher Dozen 





In connect 

with their ‘‘1-for 

AIL?’ ballpoint re 

fill, Paul ¢ Fisher 

ownel of hisher 

Pen Co., announes 

i om <ale poley 

esigne to n 

Crease the profit 

margir of the 

Paul C. Fisher smaller independent 
merchant. The Fish 

er Dozen is 14 refills for the price of 12 
Kach retailer receives two refills fre 
for every dozen he purchases. Mr. Fisher 
stated: ‘‘ We believe that the welfare of 


our country is directly 


dependent upon 


* pA 





Employees of General Binding Corp and its 
subsidiary, Frederick Products, Inc., were 
awarded gold wrist watches, for completing 
ten or more years of service, by William N. 
Lane (left), GBC president. Receiving 
watches are Harry Funk, Mabelle Perry and 
Martha Lind. 
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THE COPYHOLDER 
THAT BECOMES A PART 
OF THE TYPEWRITER 


No matter what typewriter you 
use—standard or electric—your 
typists will produce more work, 


faster and more accurately, 
with a Pres-to-line, It operates 
like the typewriter with no lost 
motions. And when the day's work 
is done, it folds with the type- 
writer into most typing desks. The 
Pres-to-line's always 
it's needed to hold a single sheet 

or a catalog in correct reading j 
position. These features save time, 
prevent errors and raise your 
typists’ morale. Try Pres-to- 
lines at just a few typ- 

ing stations and you'll see &— 
why it's preferred in the ¢ 
country's largest offices. 
Write for illustrated 
literature and 
distributor's name 
PRES-TO-LINE 
CORPORATION OF AMERICA 

2339 Cotner Ave., Los Angeles 64, Calif. 


ready when 









local 





197 











COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 

Easy to Climb. 

Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ltadder the rub- 
ber cushioned tegs rest on 
the floor and prevent rolling 
Made in 7 heights—3 widths 
Send for Circular 53-0 and 


prices. 

1. D. COTTERMAN, Mfr. 

4535 WN. Ravenswood Ave 
Chicago 40, iil. 
















For Your Annual 


on ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 

for 

Best Results 
Manufactured and Distributed to 

Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Deaier 














Burroughs 










@ BookKeePinc 
@ CALCULATING 
@ ACCOUNTING 


conditioned. Write for 

current prices. 

‘7% 850 BROADWAY, NEW YORK 13, N.Y. 
Since 1927 WO 4-1240 © cable: Hodgmach 


MANUFACTURERS OF DURALUMINUM 


HOLDERS wrote 


MANY 
STYLES 


mG. CO., Inc. 


P. O. BOX 243 


WINTHROP, MAINE 
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the economic stability of the small inde 


pendent merchant. We believe that he 
deserves a better n argin of profit and 
we are determined to do what we can 


him get it.’’ 


to he ip 


Clary Appointments 


In portant executive 
the distribution 


appointments in 
Multi 


progress in 


division of Clary 
further 


development 


aimed at 


plier Corp., 
the company’s 


manpower 





Richard D. Dodge William S. Watkins 


program, were announced by J. W. Stall 
ings, general sales manager. Four divi 
sion members reeeiving new titles and 


Richard 


sales man 


broadened responsibilities were: 
D. Dodge, general 
ager: William S. Watkin 
William Petit Jr., 
manager, dealer 


ard Barrett, 


assistant 
s, sales manager, 
sales 
Rich 


cash register sales. 


and assistant 


department; and 


anager 
manager, 





New office 
Corp., Lansdale, Pa., 


building of Lansdale Products 


will facilitate delivery 

of Cop-e-Eez Copyholders, Mosda Clipless 

Paper Fasteners, Faltex Paper Folders and 
Planumatic Control Boards. 





Varch, 
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_ BUSINESS —_ 
CS, Se Soe 


The Tools of Management 
(Manufacturers please Note!) 


A definitive work on this all-important subject, expertly 
prepared for the buyer and user of forms. This textbook 
describes in detail, design, construction and handling of 
all types of forms. Fully illustrated, highly informative 
and timely. 


A limited amount of advertising will be accepted from 
manufacturers. This is not a regular issue of The Office 
magazine, but a separate edition which will be kept by 
buyers of forms and supplies for years of constant refer- 
ence. Nothing like it has ever been published before. 


Complete information, rates and closing date from: 


OFFICE PUBLICATIONS CO. 


232 MADISON AVENUE 
NEW YORK 16, NEW YORK 
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>ADVERTUSERS ° 


Acco Products. Inc Eastern Corp 

Acme Adding Machine Service & Sales Corp Esleeck Mfg Co 

Acme Bulletin & Directory Board Corp Evans Specialty Co 

Addo Machine Co Executive Employment Agency 
Allen Business Machines, Inc., R. C 2 Executive Furniture Co 

Alliance Rubber Co E-Z Sort Systems, Ltd 

Allied Carbon & Ribbon Mfg. Corp 

All-Rite Pen, Inc 2 Fabbrica Addizionatrice Italiana 
Alma Office Machine Corp Faber-Castel! Pencil Co. A. W 
Amberg File & Index Co Faber Pencil Co.. Eberhard 
American Hair & Felt Co | Facit, Inc 

American Numbering Machine Co 3! Federal Cash Register Co 
American Pencil Co Felt & Tarrant Mfg. Co 
American Photocopy Equipment Co Fisher Pen Co 

Ames Supply Co Force & Co... Wm. A 

Arrow Fastener Co y Fototype, Inc 

Atlas Stencil Files Corp Frankel Mfg. Co 

Aurora $.P.A 

Autocopy Inc Sates 





@ £4€44244646 2 @ @ : 


_ ma ee & b&b & D 4 


iatatea ta \ 


Associates 

Genera! Binding Corp 

General Photo Products Co 
Gestetner Duplicator Corp 

Gonco Mfg. Co 

Goodyear Printing & Stationery Co 


Baltimore Salesbook Co 
Bankers Box Co 
Basten Peter 

Bates Mfg. Co 


Baumgarten, Fred Graff Coe George 8 
Bernay Products Co . : ; 


Bohn Duplicator Corp 2 
Borroughs Mfg. Co Haloid To 


“en go ah Hamann Calculating Machine Co 


Bruning Co., Charles | Heyer Corp 
Bud Type Cleaner Co Hulse Mfg. Co 
Burroughs Corp Mush A-Phone Corp 

Hygienic Dental Mfg. Co 
Calculator Equipment Corp 
Can-Pro Corp 0 Industrial Shredder & Cutter Co 
Casper, In Irwin Ink Specialties Co 
Cel-U-Dex Corp Inserting & Mailing Machine Co 
Challenge Machinery Co Inter-Continental Trading Corp 
Clary Multiplier Corp International Cash Register & Parts Co 
Codo Mfg. Corp Invincible Metal Furniture Co 
Cole Steel Equipment Co 
Colonial Carbon Co 
Columbia Envelope Co 
Columbia Ribbon & Carbon Mfg. Co 64 
Comptometer Dictation Division Kee-Lox Mfg. Co 
Copease Corp 27 Kell-Mor Lectern Co 
Copy-Craft, Inc Kil-Klatter 
Cotterman. |. D 198 Kline Co... W. R 


ee ee a ae a a ie ie . ie «| 


Jardin Associates, Inc 


Davidson Corp 45 Lafayette Co 

Dennison Mfg. Co 114 Lamb Electric Co 

Denominator Co 96 Lansdale Products Corp 

Dewberry Engraving Co 152 Letterex Corp 

Dick Co., A. B 135 Litho Engineering & Research 

Dictaphone Corp 17 

Dieh! G.m.b.H Heinrich al M & M Industries 

Ditto. Inc Inner Back Cover Manpower, Inc 

Dolin Metal Products, Inc 2/ Marchant Calculators, In 

Duplicatori e Affini, Soc.p 78 Maso Steel Products 
McBee Co 

Eagle Pencil Co 5 Meilink Steel Safe Co 
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Metaicraft Inc 

Metal Specialties, Inc 
Milwaukee Metal Furniture Co 
Mim-E-O-Stencil Files Co 
Minnesota Mining & Mfg Ce 
Modern Business Forms Mfg. Co 
Modern Steelcraft inc 

Moller Products Corp 

Moore, Inc., P. O 
Multi-Counter Mfg. Co 
Multistamp Co 


National Blank Book Co 
National Cash Register Co 
Neenah Paper Co 
Nekoosa-Edwards Paper Co 
New England Paper Punch Co 
Norta Distributing Co 

Nu-Arc Co 


Office Publications Co 
Old Town Corp 

Olivetti Corp. of America 
Outlook Envelope Co 


Pear! Engraving Corp 
Peerless Imperial Co 

Pelouze Mfg. Co 

Pemberton Printing Co 
Pitney-Bowes, Inc 

Plastic Binding Corp 

Plymouth Rubber Co 
Pres-To-Line Corp. of America 
Print-O-Matic Co 


Rapid Roller Co 

Regal Typewriter Co 

Regna Cash Registers, Inc 
Reliable Typewriter & Adding Machine Co 
Reliance Pencil Corp 
Remington Rand Inc 
Replica Products Corp 
Rex-O-Graph, Inc 

Rite-Line Corp 

Roberts Rubber Co., Weldon 
Rogersnap Business Forms 


Rol-Dex Division 

Roll-O-Graphic Corp 

Rose Ribbon & Carbon Mfg. Co 
Royal Typewriter Cx 


S$ & M Distributing Co 
Saunders Mfg. Co 
Schlegel! Mfg. Co 
Schwab Safe Co 
Schweitzer. Inc Peter 
Scribe Corp 

Security Steel Equipment 
Shaw-Walker Co 
Shredmaster Corp 


r 
U 


ore 


Simplex Specialty 

Smead Mfg. Co 
Smith-Corona. Inc 
speed-O-Print Coreg 

Spot Carbon Products 

Statikil Div., J. E. Doyle Co 
Stile-Craft Manufacturers, Inc 
Storms Co HM 

Swift Business Machines Corp 


Tab Products Co 

Thomas Collators§ In« 
Tiffany Stand Co 

Tubular Specialty Mfg. Co 
Typewriter Equipment Co 
Typew ter Mart of USA 


Underwood Corp Outer Back Cove 


Victor Adding Machine Co 
Victor Safe & Equipment Products 
Voge Peterson Co 


Warner, H. A 

W asse Organizatior 
Watson Mfg Co 

Wausau Paper Mills Co 
Webster Co FS 

Wheeler Insulated Wire Co 
Worden Co 


Papers and 


Envelopes eeeceeee 


To save you money on postage 
lightweight — strong 
write for Free samples—Dept. 0 


The Lafayette Company ‘vpplies: of airmail stationery for 


120 Greenwich Street, New York 6, N. Y over 34 years 
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Save Time for Others 
RACTICALLY all bank checks 


used by business firms contain 
a form whieh, when properly 
filled out, 


is intended to 


indicates what each 
pay for | r) 
fortunately, a great many that use 

never bother to fill in 
No doubt they fill in the 
data on the 
they 


information 


such checks 
this form 
necessary check’s stub 
retain, but the only 
that 
check itself is a date, payee’s name, 
Then the 
itself in an 
who 


whien 
they put on the 


amount and = signature 
check is mailed all by 
envelope to the prob 
ably 


checks 


payee 


recelves a vreat such 


many 
every day 
check because 


Business Pays by 


it’s safer and easier than handling 


cash, and because the canceled 
check 
receipt The 


tant 


hecomes a legally accepted 


latter is a vers impor 


advantage and a= eanceled 


check which indicates on its face 


just what it has paid, is a more 


positive receipt than one which r 


from 
Kor that 


imagine 


quires supporting documents 


the payer to back it up 


reason alone, you might 


that no business firm would mail 


out a cheek with the ruled form on 


+4 


DlaNK 


higvest headache, ot course, 
Large com 


return 


is in the payee’s office 


panies generally include a 


stub with their invoice, especially 


when their customers represent 


great numbers of the general publie 
who use personal checks. Even here, 
some people forget to return the in 


volee stub which makes it 


just 


dandy if there is no account name 


on the cheek and the signature is 
unreadable 
Commodities and services are 
sold in units costing the 
Many of 
ilar amounts are always outstand- 
pur- 


purchaser makes 


generally 


same amount these sim- 


ing, often several to the same 


When the 


out a check to pay one or more in- 


chaser 


Voces, and neglects to indicate on 


his check just which invoiee he is 


paying, he’s giving his supplier a 
hard time. Maybe he doesn’t care 


Yet, 


date Ohl his 


just the entry of an invoice 
time 
Some 


eyvell 


check eould save 
and 
part ot 


tually pass on to him. Whether or 


money for his suppler. 


these savings might 
issuing 
their 


meaning is a lax business practice. 


not savings are expected, 


checks without indication of 
If you use a voucherless check, do 
this little thing to make office work 
easier for others: put the invoice 
number on the face of 
More 


desirable, but the date alone can be 


date and/or 


every check information 1s 


far more helpful than nothing at 


all. If everybody would make this 


a regular practice, an awful lot of 


elerical manhours could be saved 


every vear 
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A DITTO One-Writing System can produce 
results like these for your company 


Look to your office paperwork for greater prof- 
its through savings and increased production. 
Your company, like these, can effect substan- 
tial savings by cutting all unnecessary re- 
writing of orders and invoices — production or- 
ders — payroll — purchasing and receiving and 
other repetitive paperwork. A DITTO One 
Writing System is a fast, simple duplication 
process that eliminates any series of typed or 
hand-written recopying operations. Just one 
writing produces all the records needed for 
each of your departments—up to 300 if you 
need them. A DITTO One Writing System is 
not “cut and dried” but is tailored to fit your 
system—to speed office paperwork—to save 
your company time, effort and money. Mail 
coupon today for complete information. 


DITTO’ One-Writing Systems 


eeeeeee 
DITTO, inc., 602 S. Oakley Bivd., Chicago 12, Hil. 

In Canada: DITTO of Canada, itd., Toronto, Ontario 
Gentlemen: At no cost or obligation, please send me 
more information on how you can save us money, time 
and effort with the DITTO One-Writing System for 


LH Payroll inventory Control  [_) Hospital Admittance 
Order Billing |_) Production [_) Purchasing-Receiving {| Other 
neme, position 


company 
address 


city 





Kleen-type is easy to use! Apply a Kleen-type 
strip on the platen, strip off protective paper 
and type a few lines. That’s it! No ink-stained 
fingers or harsh liquids to bother with! 


new kind of type cleaner—Kleen-type! 


Now! Put an end to the mess and bother of 
cleaning type the time-consuming old-fashioned d man 
way. Your Underwood man will show you how Yeur omen Se hew te 
to get cleaner, better looking letters with new will shew ot a 
Kleen-type. Py tt dirty, ur ’ 
nara te read type 


This new type cleaner is truly revolutionary. 
You simply apply a Kleen-type strip to the 
platen of the typewriter, set the ribbon at stencil 
position, and type a few lines, That's all there 
is to it. Kleen-type cleans as you type! The | *YPing hag a 
special chemical coating picks up ink, dirt and sport. look, 
lint from the keys. Best of all, Kleen-type can i » Ki 
be used over and over again! 











Write on your business letterhead and 
we will be glad to send you a free sample! 








UNDERWOOD 


One Pork Avenue, New York |6, N, Y. 





